YERPASTTONY LIBRARY Mat enind 


[| PMY | 

>» Oo iy | 

ee Fa) 
Bay, ag Be 


SALARY ADMINISTRATION 
“oe IN 
CANADIAN INDUSTRY 
1980 


AL 
AIR 
ah 
“igi SN 
AT TIN 
AC @S8ROk 


PAY RESEARCH BUREAU 
Public Service Staff Relations Board 
CANADA 


Digitized by the Internet Archive 
in 2022 with funding trom 
University of Toronto 


https://archive.org/details/31/61115533549 


SALARY ADMINISTRATION 
IN 
CANADIAN INDUSTRY 
1980 


WY 
bY 


PAY RESEARCH BUREAU 
Public Service Staff Relations Board 
CANADA 


Cette publication existe également en frangais. Reference: 171-81 


««e.ee+eABOUT THE PAY RESEARCH BUREAU 
PURPOSE 


The Pay Research Bureau, Public Service Staff Relations Board, is located in Ottawa. Its 
primary mandate is: 


1) To obtain objective information on rates of pay, employee earnings, conditions of 
employment and related practices prevailing both inside and outside the Public Service of 
Canada for the benefit of employers and, where there exists a collective bargaining 
relationship, to certified bargaining agents under the Public Service Staff Relations Act. 


2) To develop and maintain a fund of up-to-date data and to conduct research studies to 
support the processes of collective bargaining in the Public Service of Canada. Bureau 
research and compensation findings are also made available at their request to 
conciliators and mediators of the Public Service Staff Relations Board and are also tabled 
as exhibits by the parties at interest arbitration. 


3) To provide information on compensation and related matters in the Public Service of Canada 
to industry, provincial and municipal governments and other interested organizations when 
in the public interest. 


BACKGROUND AND METHODOLOGY 


Based on the concept of comparable rates for similar work performed inside and outside the 
Public Service, the Pay Research Bureau became operative on September 1, 1957, to collect data 
on rates of pay and working conditions essentially for positions in industrial organizations 
comparable to those in the Public Service of Canada. 


The Bureau is now required to provide salary and working conditions information for some 75 
occupational groups spread among the six occupational categories into which Public Service 
employees are classified. It undertakes salary surveys of scientific, professional, technical, 
administrative, office and operational personnel, as well as comprehensive employee benefit 
surveys. Each major survey covers, on average, approximately 200 organizations. In addition, 
special studies of individual occupations or specific conditions of employment, policies or 
practices may be conducted. Included among these are the annual survey of executive 
compensation and studies on salary administration policies and isolated post allowances. 


The Bureau endeavours at all times to utilize the most efficient survey methods and to this end 
has introduced automated systems for the processing of survey data with the capability of 
producing high quality and timely information. 


Data are normally collected on the basis of personal interviews with officials of participating 
organizations. This usually involves job evaluation or detailed matching of job duties and 
responsibilities. 


PUBLICATION CRITERIA 


The confidential data released to the Bureau by survey participants are accessible to only the 
few officers of the Bureau directly concerned and are published in aggregate form using 
conventional statistical measures. Rigid adherence to confidentiality criteria has enabled the 
Bureau over the years to guarantee the maintenance in confidence of the data furnished by 
individual participants. 


RESEARCH ACTIVITIES 


A program of basic research in compensation and related subjects is carried on including 
studies of relevant economic factors. In recent years, much effort has been expended in 
expanding the scope of the collective agreement analysis manual. This document contains a 
reference to every clause of every Public Service collective agreement under the Public Service 
Staff Relations Act. Research work has also been undertaken on developing methods for costing 
the provisions of collective agreements and on cost benefit analysis. Special research studies 
are also undertaken on issues flowing from collective bargaining. 


For further information regarding the Pay Research Bureau and its activities, address inquiries 
to: 


Director General, 

Pay Research Bureau, 

140 O'Connor Street, 

P.O. Box 1525, Station "B", 
Ottawa, Ontario. 

K1P 5V2 


Tel: (613) 992-2800 


SALARY ADMINISTRATION IN CANADIAN INDUSTRY 


INTRODUCTION 


The Pay Research Bureau's objective in conducting this study was to 
respond to the indicated need of members of the Advisory Committee on Pay 
Research and many continuing contributors to our surveys, for information on 
salary administration policies and practices applied to employee compensation 
in Canada. 


In other survey programs and studies, we obtain extensive data on 
actual rates of pay, and benefits and conditions applying to employees. This 
study is the first of its kind published by the Pay Research Bureau, containing 
comprehensive details about salary ranges and how they are administered. 
Beginning with this study, we are establishing a permanent information system 
to enable us to report on, and to respond to, enquiries on current salary 
administration practices in Canada. We encourage organizations that wish to 
participate in future to advise us. 


The voluntary contribution made by organizations that participate 
in our survey and research studies is important to the Bureau. Cooperation 
is based on our commitment to treat all information provided by each organiza- 
tion as strictly confidential. The use of this report is not restricted. 
Contents may be quoted in research papers or articles with the appropriate 
source identified. 


We appreciate the effort the participating organizations put into 
this survey and acknowledge their cooperation with thanks. We hope that the 
results are useful to them, and to a broad range of professionals engaged in 
employee compensation determination. The Bureau assumes full responsibility 
for the quality and accuracy of the contents of the report. 


This study was prepared by staff of the Operations Branch, 
J.T. Cunningham, Director. M.C. Brown conducted the survey and wrote the 
report, with the assistance of M.J. Bailey. The assistance of other Bureau 
staff who contributed to the survey and the publication of the report is 
appreciated. 


R.C. Des Lauriers, 
Director General. 


April, 1981 
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SALARY ADMINISTRATION IN CANADIAN INDUSTRY 


EXECUTIVE SUMMARY 


Introduction 


As a result of numerous requests for information by many of our 
regular survey participants, and of an expressed interest within the Federal 
Public Service, for details of salary administration practices of Canadian 
private sector employers, in the fall of 1980, the Pay Research Bureau 
undertook a survey of a representative sample of organizations that regularly 
participate in PRB surveys. We asked them for extensive information on their 
salary administration policies and practices. 


Our aim was not only to publish a report on those practices, but 
also to establish an information system which would provide for easy future 
updating and would give us the capability of responding to requests for 
additional information. We also aimed at producing a report which would be 
useful to a broad range of users of Pay Research Bureau data. 


A total of 34 companies reported data in this survey. Comparisons 
between the employment of these organizations and the employment in a "target 
population" indicate that our sample is fairly representative of the distribu- 
tion of employment by industry and by region in Canada. However, at a future 
updating, tentatively scheduled for two years time, an attempt will be made 
to improve that representativity. 


Information was collected for employees in five defined categories. 
These were: Management and Administrative (MGT), Professional (PROF), 
Technical (TECH), Office and Non-Office. The definitions of these employment 
categories are on page 16. Because only about half of the responding 
organizations were able to provide detailed employment data on the basis of 
these five categories, it was not possible to present the data in this report 
on the basis of the number of employees subject to the various practices 
reported. Instead, all of the tables in the report count the number of 
organizations having the various practices. 


To assist users of this report, at the beginning of each section 
we have listed certain highlights which are, in our opinion, some of the key 
findings of the survey. Readers should be able to obtain a general apprecia- 
tion of our findings by reviewing these highlights. 


Job Evaluation Systems 


Almost all organizations surveyed reported having a formal job 
evaluation plan for their employees in the Management, Professional, Technical 
and Office categories. Most respondents also reported a job evaluation plan 
for Non-Office employees. 


EXECUTIVE SUMMARY 


The most popular job evaluation plans are point-rating systems. 
More than half the responding companies advised that they used these plans for 
their Management, Professional, Technical and Office employees. The most 
frequently reported job evaluation system for Non-Office employees was ranking. 


Most participating organizations indicated that normal practice was 
to use a single job evaluation plan to cover all occupations within the defined 
employment categories. In many cases, the same plan was used for more than 
one of the employment categories. Only in exceptional cases were separate 
classification plans used for particular occupations. 


Company practices in disclosing to employees details of their job 
evaluation plans vary widely. Some organizations provide almost total 
disclosure of plan details to employees while others provide no information. 
No predominant practice is evident from the data collected in this survey. 


When employees are dissatisfied with the evaluation of their job, 
redress procedures are available in most organizations, whether employees are 
unionized or not. However, the highest level of appeal within the redress 
procedures differs significantly among the responding companies, In some 
organizations, the employee's immediate supervisor is the final level, while, 
in other cases, the employee may take his complaint as high as the Chief 
Executive Officer or to third party arbitration. 


Types of Wage and Salary Structures 


The participating organizations were asked to identify the basic 
type of wage and salary structures used for each of the employment categories. 
Subsequently, more detailed questions were asked about five major types of 
structures. While the complete definitions of these salary structure types 
are shown on page 44, the following will provide some information on the key 
features: 


A. Minimum - Normal Maximum Salary Range - The Maximum rate is 
attainable by all employees with sufficient service and 
continuing fully satisfactory performance. 


B. Minimum - Normal Maximum - Merit Maximum Salary Range - 
Satisfactory performers with sufficient service can attain 
the Normal Maximum rate. The portion of the range above 
the Normal Maximum is usually attainable only by Superior 
or Outstanding performers. 


C. Minimum - Merit Maximum Salary Range - There are no defined 
Normal Maximum rates. However, the Merit Maximum is only 
attainable by Superior or Outstanding performers. 


D. Basic Range + Performance Bonus System - Under this pay 
system, in addition to the Basic Range or Single Rate System, 
employees may receive a separate bonus for Superior or 
Outstanding individual performance. 
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E. Single Rates System - No salary ranges exist under this 
system. Single rates of pay are established for each job 
grade or level. 


The most popular type of pay system for the Management, Professional, 
Technical and Office employees is the Minimum - Normal Maximum - Merit Maximum 
Range. In each of these four employment categories, more than 60% of the 
organizations reported that they had at least some of their employees on this 
type of range. For Non-Office employees, the most frequent practice is to pay 
Single Rates of Pay. Fifty-eight percent of the responding organizations had 
some or all of their Non-Office employees on Single Rates Systems. 


For Office and Non-Office employees, the second most popular type 
was the Minimum - Normal Maximum salary range. Forty-four percent of the 
organizations with Office employees and 39% of those reporting Non-Of fice 
employees had some of their employees in these two categories on this range 
type. 


The following paragraphs summarize the more detailed information 
collected about salary administration practices under five types of pay 
structures. 


Single Rates Systems 


Fifty-three percent of the responding organizations stated that some 
of their employees were paid under Single Rates Systems. These systems applied 
primarily to Non-Office employees. Employers had difficulty reporting the 
size of differentials between classification levels for employees on Single 
Rates Systems. Only half of the companies with such systems were able to 
report the size of the differentials. Of those, the average spread between 
levels was reported as being 3.8% for Non-Office employees. 


Very few of the organizations surveyed had separate supervisory 
differentials intended to compensate supervisors under Single Rates Systems. 
Some of the organizations advised that there were no supervisory employees 
paid under these systems, Others indicated that the compensation for super- 
vision was built into the job evaluation system. 


Minimum to Normal Maximum Salary Structures 


Half the participating organizations reported that some of their 
employees were on salary ranges of this type. These ranges were found more 
frequently in the Office and Non-Office employment categories than in the 
other three categories identified in the questionnaire. 


In most cases, the salary ranges overlapped one another. That is, 
the Maximum rate of a range was generally higher than the Minimum rate of the 
next higher salary range, The spread between Minimum and Maximum rates of 
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each individual salary range averaged from 26% to 39% in the five employment 
categories used in the questionnaire. The differentials between the Maximum 
rate of each range and the Maximum of the next lower range averaged from 6% 
to 14% in the five employment categories. 


The survey found no predominant practice in the internal-external 
rate comparisons used by companies for their rates setting. A wide variety 
of comparisons were reported. 


In the Office and Non-Office categories, progression through these 
ranges was most frequently on the basis of fixed step rates which were granted 
one-step-at-a-time for satisfactory performance. For employees in the 
Management, Professional and Technical categories on these ranges, the most 
frequent practice was for employees to receive variable increases within the 
ranges based on individual performance. Survey respondents indicated consider- 
able difficulty in reporting on the size of typical or average increases 
within the ranges. Where fixed steps or standard increases applied, the 
average of the increases reported for satisfactory performance was 
approximately 32. 


Where employees progress through the ranges on the basis of variable 
increases dependent on their individual performance, most organizations 
reported that they considered both the employee's assessed level of performance 
and his position in the salary range in determining the size of his in-range 
increases. 


Minimum - Normal Maximum - Merit Maximum Systems 


Eighty-five percent of the survey participants reported that this 
range type was used for some or all of their employees. 


In all cases, companies reported that the salary ranges overlapped. 
That is, the Maximum rate of each range was higher than the Minimum rate of 
the next higher range. The Normal Maximum rate was most frequently reported 
as being located at the mid point of the companies' salary ranges. However, 
in each of the five employment categories, more than 45% of the companies 
with this range type reported that their Normal Maximum rates were above the 
mid points of the ranges. Where companies identified a separate Control 
Point, that is, a rate between the Minimum and Merit Maximum used to construct 
the salary range, in about half the organizations in each employment category 
the Control Point and Normal Maximum rates were the same. Where the Control 
Point was different, it was most frequently located at the mid point between 
the Minimum and Maximum rates, with the Normal Maximum being higher. 


The percentage spread between the Minimum and Merit Maximum rates 
in the ranges averaged from 39% to 46% in the five employment categories. A 
significant number of organizations reported a constant percentage spread for 
all levels with ranges of this type. Most frequently these organizations 
reported a constant spread of 50% from Minimum to Merit Maximum. 
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The percentage spread from Minimum to Normal Maximum averaged from 
22% to 262 in the five employment categories. The differentials between 
ranges, that is the difference between the Normal Maximum or Control Point 
rates of one range and those same rates of the next lower range, were reported 
as averaging 8% to 10.6% in the five categories. 


A wide variety of practices were reported by companies in making 
their internal-external rate comparisons. No predominant practice was 
identified. 


In most cases, progression of employees through the salary ranges 
is on the basis of variable increases determined by individual employee 
performance. While most companies look at the employee's assessed level of 
performance and the position of his current salary in the range, a significant 
number of organizations also reported considering the employee's length of 
service as a criterion for determining the size of salary increases within 
ranges of this type. 


In all cases, the companies stated that the primary basis for 
progression beyond the Normal Maximum rates of the ranges was above average 
performance. However, a significant number also indicated that their policies 
had flexibility to meet particular problem situations. For example, 
progression beyond the Normal Maximum in some instances might be based on 
market considerations, such as the recruiting and retention of employees. 


While a significant number of organizations were unable to report 
on their distributions of employees within the salary ranges, the resulting 
data indicate that, on average, the responding firms paid between 22% and 377 
(depending on the employment category reported) of their employees above the 
Normal Maximum rates of their salary ranges. 


Minimum - Merit Maximum Salary Structures 


Fifteen percent of the total companies surveyed had some employees 
on this type of salary range. In all cases, these range structures applied 
to employees in the organizations! Management, Professional and Technical 
categories. In a few cases, organizations also used this range type for 
Office employees. 


In all companies, salary ranges of this type overlapped one another. 
That is, the Maximum rate of a range was generally higher than the Minimum 
rate of the next higher salary range. 


All the organizations had established a Control Point between the 
Minimum and the Maximum. In almost all cases, that point was half-way 
between the Minimum and Maximum values. 
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Not all respondents were able to report on the percentage spread 
between Minimum and Maximum rates for each salary range. The average spread 
for those reporting employees in the Management, Professional and Technical 
categories on this range type was 53%. The average for Office employees was 
aS fi« 


Where organizations were able to report data on the average percent- 
age differential between salary range Maximum rates, 9% was the average 
differential for Management, Professional and Technical employees on this 
type of salary structure. No differentials could be reported for Office 
employees because an insufficient number of organizations was able to report 
the required data. 


No predominant practice was evident in the methods used to compare 
internal ranges with external market rates. A variety of comparisons were 
reported. 


All employees subject to these ranges progress through them on the 
basis of variable increases dependent on individual performance. In determin- 
ing these in-range increases, all organizations reported they considered both 
an employee's assessed level of performance and his current position in the 
range. One organization reported that it also considered length of service 
at the present salary level in determining the size of individual increases. 


While most participants were unable to report the exact distribution 
of employee's rates within the ranges, the majority of respondents did 
indicate that under ranges of this type the average or satisfactory performers! 
rates tended to cluster at the mid points of the ranges. 


Basic Range + Performance Bonus System 


Twenty-one percent of the responding organizations indicated that 
they had some employees who were eligible for performance bonuses in addition 
to basic salary ranges, These companies also provided information on the 
basic type of salary range applying in each case in addition to the required 
information on the performance bonus system. 


The most frequently reported basic type of salary range, where the 
performance bonus system applied, was the Minimum - Normal Maximum - Merit 
Maximum structure. 


Few companies were able to provide amounts of the bonus expressed 
as percentages of basic pay. Only for the Management and Professional 
categories were there enough respondents providing data for the average values 
to be published. The average percentage values for the highest level of 
performance for Management and Professional employees in these organizations 
was reported as 15% of basic pay. The average percentage for the lowest 
level of performance that merited an increase for employees in these two 
categories was reported as 7.52%, 


EXECUTIVE SUMMARY 


Survey respondents indicated a variety of practices with respect to 
bonus timing. In many cases, the bonuses are paid at the end of a fiscal year 
and in some cases they can be split into more than one payment. 


The bonuses often do not count as part of salary for any employee 
benefit. Where they do count, it is most common for them to be considered 
part of salary for pension purposes only. In almost all cases, these 
performance bonuses are paid to employees in a single sum. 


Geographic Pay Differentials 


The objective of this section of the questionnaire was to obtain 
information on organizations' practices in setting compensation rates for 
employees working at different locations in Canada. When participants 
reported different rates by location, or indicated that they applied company- 
wide pay scales in a different manner dependent on the employee's work 
location, additional information on the methodologies used was sought during 
follow-up telephone calls. 


Sixty-five percent of the organizations surveyed had provision to 
pay some classes of employees different rates of pay at different locations. 
Such practices were most prevalent in the Office and Non-Office categories 
as defined in the questionnaire. However, there were also a significant number 
of organizations paying different geographic rates for Technical employees. 
Most organizations had company-wide or national pay scales for Management 
and Professional employees, 


While some information is presented in the report, responding 
companies had great difficulty reporting the number of employees paid 
different rates by location and the size of the pay differentials. Therefore, 
the data on these items should be used with caution. 


Organizations with geographic pay differentials indicated that they 
were heavily influenced when establishing these different rates by the data 
reported in surveys. This included both surveys conducted by the organizations 
themselves and by other survey organizations. 


Where company-wide pay scales applied, most companies made no 
proyision for any different treatment within those scales for employees at 
different work locations. 


In responding to the questions on employee transfers, which were 
included in this section of the questionnaire, the majority of organizations 
reporting employees on company-wide pay scales indicated that pay increases 
were received on the majority of transfers. Where employees were 
paid on a system of geographic pay differentials, the largest number of 
organizations reported that there were rarely any employee transfers for 
these classes, 
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There is no single predominant methodology followed in establishing 
the geographic pay differentials. The most frequently reported practice was 
the establishment of a "baseline" rate for some of the companies' locations, 
with a differential paid for the same classes of employees at other specified 
locations above and below the baseline rate. These differentials depend on 
the companies' assessments of community pay rates and cost of living. 


Other Salary Administration Practices 


The survey also sought information from respondents on a number of 
other salary administration practices including the companies’ policies on 
promotion of employees, action taken when employee's jobs are "red circled", 
the numbers of pay schedules used and the number of ranges within those 
schedules, the factors considered by respondents in making pay schedule 
adjustments, and the type of survey data used by them in determining the level 
of rates in the outside labour market. In addition, the Bureau used this 
survey aS an opportunity to obtain from respondents comments and suggestions 
on its own survey programs. 


When employees are promoted to higher level positions, responding 
companies indicated they had a variety of practices to determine the employee's 
new rate of pay. For Non-Office employees, the most frequent practice was to 
pay employees the rate for the job, where single rates apply, and at the 
Minimum of the range where salary ranges apply. For employees in the remaining 
four categories, in a majority of cases, employees were entitled to be paid 
at least at the Minimum rate of the new range. However, there are often 
additional provisions such as a guaranteed minimum increase or, in some cases, 
an established maximum percentage increase, 


Where external market rates for a particular occupation are found 
to be significantly higher than company rates, responding organizations 
reported a variety of actions that would be taken, For Non-Office employees, 
the largest number of organizations reporting a single practice, indicated 
that no action would be taken during the term of the existing collective 
agreement. For employees in the other categories, two frequently-given 
responses were that companies would revise their job evaluations or would 
create unique salary schedules. Significant numbers of other organizations 
indicated they had flexibility in the administration of their salary ranges 
to permit faster than normal progression within the ranges or easier access 
to higher sectors of their ranges in such situations. 


In the reverse situation, where external market rates for a specific 
occupation are found to be significantly lower than company rates, a large 
number of organizations indicated they would take no action. Several other 
organizations indicated they had no established policy, with many noting that 
they had never encountered this situation. 
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When an employee's job is "red circled", that is when the job no 
longer merits its present rate or range, responding organizations reported 
many different methods of bringing the employee's rate in line with the rate 
for the new level. The most frequently reported practice for Management, 
Professional, Technical and Office employees was the granting of partial 
salary increases. For Non-Office employees, companies most frequently reported 
that managerial discretion was applied in each individual case. Also, many 
of the organizations reporting specific established policies stated that 
managerial discretion would determine the action in any individual case. 


Regarding the number of pay schedules, the most frequent response 
under each of the five employment categories was that one pay schedule applied 
to all employees in that category. Within those schedules, a significant 
number of organizations were unable to report the average number of salary 
ranges per schedule applying to individual employment categories. 


It was found to be quite common for responding organizations to 
have single pay schedules that overlapped more than one of the employment 
categories used in this survey. The most frequently reported cases of salary 
schedules that overlapped two or more categories occurred between the 
Management and Professional categories, with seven (21%) of the 34 participants 
reporting that practice. 


A relatively small number of organizations reported separate pay 
schedules applying to individual occupations within the employment categories 
identified in the questionnaire. The most frequently reported classes on 
separate schedules were ones in the computer systems field, including 
Computer Systems Analysts and Programmers as well as Data Processing support 
personnel. 


Survey respondents reported that a broad range of factors were 
considered in determining the size of their pay schedule adjustments. The 
most frequently referred to factors were pay levels in both the community 
and the industry, the size of pay increases in the community, the industry 
and in Canada, and movements in consumer prices. 


Pay Research Bureau data was reported as being used in a very high 
percentage of the organizations participating in this survey to determine the 
compensation levels of their employees. Where PRB data are used, most 
responding organizations indicated that they used them both to assess general 
trends and as one of a number of data sources for setting compensation rates. 


Most companies reported using surveys other than those conducted 
by the Pay Research Bureau: 41% of the respondents indicated that they carry 
out their own surveys and a significant number reported using surveys 
conducted by a variety of survey organizations. 


EXECUTIVE SUMMARY 


Selected Companies’ Policies and Practices 


In order to make this report as useful as possible to a wide range 
of users, the Bureau has added, as the final section in this report, a 
description of two individual companies’ actual practices and salary adminis- 
tration, based on the information reported in this survey. 


In other reports of this type, the user of the data can get a 
picture of the most popular practices of the responding companies in each 
aspect of salary administration. However, the individual companies' practices 
are lost in the aggregate of data. It is impossible to say that any individual 
company has the most popular practices reported in all aspects of salary 
administration studied. To obtain information on how actual companies really 
do it, it is necessary to examine individual company information. 


Normally, that information on individual companies cannot be 
published because it would breach the confidentiality with which individual 
survey returns are normally treated. In Section 11 of this report, the 
Bureau has reported data on two individual companies without identifying them. 


The two participants, called Companies "'A'"' and "B", gave their 
permission, after reviewing a draft of this section of the report, to publish 
the information on their salary administration practices. We are grateful 
for that consent, We believe that adding this section provides a useful 
overview type of information to the compensation practitioner who would like 
to know whether the practices adopted by his organization are or are not in 
line with what is done by other individual organizations. 


In selecting the two companies, we tried to be as representative as 
possible of the employment distribution in the survey, the degree of union- 
ization of the responding companies, the size of the responding organizations, 
the types of salary structures reported by the respondents and the types of 
job evaluation plans indicated. It was impossible for us to pick two companies 
that gave us an ideal representation of all characteristics and practices of 
all participating companies. However, we believe that the descriptions of 
two organizations will serve as a useful guide to actual practices. We hope 
that this added feature of our survey is informative to users of this report 
and we would welcome any comments or suggestions as to its utility. 
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SALARY ADMINISTRATION IN CANADIAN INDUSTRY 


SECTION ] 
SURVEY METHODS AND SOURCES 


Introduction 
The objectives of this study were: 


1. To report on salary administration policies and practices for a 
representative sample of Canadian private sector employers; 


2. To establish an information system which would provide for easy 
future updating as well as be useful for responding to additional 
requests for information; and 


3. To publish a report which would be useful to a broad range of users 
of Pay Research Bureau data. 


The information presented in this report was obtained from questionnaires 
completed by 34 participating companies under one of the following methods: 


A. Completed by the survey participants and clarified by the Bureau 
during a subsequent telephone discussion; 


B. Completed by the participants and a Bureau officer during a 
personal visit; or 


C. Completed by the Bureau based on source documents mailed in by 
the survey participant, with subsequent telephone clarification, 


Most survey participants elected method A above and completed the 
questionnaires themselves. The information received was edited for internal 
consistency within the questionnaire and through an examination of information 
which had been reported to the Bureau in other surveys. In most cases 
lengthy telephone discussions were necessary to clarify and verify the 
responses. Subsequently, each survey participant received a copy of the final 
version of the data on its salary administration practices that is currently 
contained in the Bureau's data bank. Because of the many changes and additions 
made by PRB officers in the editing process, the companies were asked to 
review the information for accuracy and completeness and to identify any 
necessary changes to the Bureau. 


Effective Dates of Information Reported 


Generally the practices reported are those in effect in the surveyed 
companies as of September 1980. Most of the questionnaires were mailed out in 
August and most had been completed and returned to the Bureau by the end of 
September. 


In a few cases the information is more current, A few organizations 
advised that some changes in policies were to be implemented shortly after the 
survey questionnaire was completed, In those cases, the Bureau included only 
this latter policy in the data bank information on which this report is based. 
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The Survey Sample 


The selection of the sample was based on the following objectives: 


1. Due to resource limitations, the organizations were to be few in 
number and, if possible, survey visits were to be restricted to 
the Montreal, Toronto and Ottawa areas. 


2. The organizations were to be major contributors to Pay Research Bureau 
salary surveys. 


3. The organizations were to provide a reasonable representation of 
Canadian employment by industry and by geographic area. 


4. Only private sector organizations were to be included in the sample. 


Originally 36 companies were selected for participation. Of those, 
four declined to participate and we were successful in obtaining the participa- 
tion of two substitutes. Thus the present report shows data for 34 organi- 
zations. 


In designing the sample for this study, the Bureau used the 
Statistics Canada Employment and Payrolls Survey data for "Larger Firms" 
(those with 20 or more employees during any one month of a year) as the target 
population. Tables 1 and 2 show the employment figures for those organizations 
responding to the survey in comparison with the target population. 


We did not use all of the major industrial groupings which are 
reported in Statistics Canada's survey. We left out Forestry, Construction 
and Public Administration. Also, the Employment and Payrolls Survey does not 
cover establishments in Agriculture, Fishing and Trapping, Education and 
Related Services, Health and Welfare Services, and Recreation Services. 

Thus the target population of this study is not the same as that 
used for our biennial Survey of Benefits and Working Conditions. The sample 
for the Salary Administration study gives more emphasis to the private sector. 


Examining Tables 1 and 2 indicates that there are some deficiencies 
in the representativity of our sample. This was expected from the commence- 
ment of the survey because of the limited resources available which meant 
only a small sample of organizations could be surveyed. In the case of 
Mining, the head office of one of the participating companies was unable to 
report on the majority of its workforce. One company in Manufacturing was 
not able, at the time of the survey, to report on its unionized workforce, 
which represented the majority of its employees. Some improvements in 
geographic representation will be an objective when this study is updated. 
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TABLE 1 


Employment by Major Industry in Sample 
Compared to Employment in Target Population 


Major Industry Target Population Sample 
Group Employment* Employment 
[S208 A Gant 
Number Total Number Total 
Mining, incl. Milling 135,400 etal 3056 0.9 
Manufacturing 1,643 ,200 3/28 1417/36 34.0 
Transportation, 
Communication and 
Other Utilities 713,800 16.4 a2 OGM a 
Trade 882,700 20.3 60,182 14.4 
Finance, Insurance 
and Real Estate 374,500 8.6 52425 1 7 
Service 600,800 1328 16,008 328 
Total Employment 4,350,400 100.0 416,553 100.0 


* Statistics Canada, Larger Firm Employment (firms with 20 or more employees), 


Selected Industries. Source: Employment, Earnings and Hours 
(Cat. No. 72-002). Annual average of monthly estimates for 1979 was 


provided by Statistics Canada. 
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TABLE 2 


Employment by Province in Sample 
Compared to Employment in Target Population 


Target Population Sample 
Province Employment* Employment 
BeOk Ah Of 
Number Total Number Total 
Atlantic Provinces 21a TOO 6u5 12), 241. 29 
Quebec 1,086,300 25.0 1 hey P45 26.8 
Ontario 1,888, 400 A3 15 20 SEO SIUAY | 
Manitoba 186,300 4.3 19,489 4.7 
Saskatchewan 101,900 aes ETT 18 
Alberta 358,800 So 26,984 Oe) 
British Columbia 447,500 1083 20053 Ges 
Yukon & Northwest (1) 
Territories N/A -* 479 OnE 
Total 4,340,900 100.0 416,553, -100.0 


* Statistics Canada, Larger Firm Employment, Selected Industries as shown 


in Table 1. Source: Employment, Earnings and Hours (Cat. No. 72-002). 
Statistics Canada provided annual average of monthly estimates for 1979. 


(1) Statistics Canada could not provide the annual average of the monthly 
estimates in 1979 for Yukon and Northwest Territories. Therefore, the 
Total figure for the Target Population above only includes employment 
in the ten provinces. The Bureau estimates that total employment in 
these two territories is about 0.2% of the Total shown for the ten 
provinces. 
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In summary, users are cautioned that the current report presents 
information on a relatively small sample of Canadian companies. While an 
effort was made to achieve geographic and industrial representativity, it was 
not possible to accomplish all such goals given the small sample to be 
surveyed. 


Coverage By Type of Employee 


Salary administration systems for Executives were not surveyed for 
this report. The systems studied were those for employees in the occupational 
categories identified as: 


Management and Administrative (MGT) 
Scientific and Professional (PROF) 
Technical (TECH) 

Office 

Non-Of fice 


Definitions for these categories as used for this study appear on page 16. 


Companies experienced considerable difficulty in determining the 
numbers of their employees which compared to the occupational categories 
defined in the questionnaire. As a result, the information which follows on 
numbers of employees by categories has been grouped based on the data 
companies were able to provide. 


Many responding organizations stated that the numbers reported by 
category were only rough estimates. Further, many companies extracted the 
information on distribution by employment category from a different source 
than that used for the distribution on a geographic basis, so the total 
employment figures were different. 


No numbers of employees are shown in the following presentations. 


Only the average percentage distribution of employees, as reported in the 
companies able to report on different bases, are presented. 
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Definitions of Occupational Categories as 


they Appeared on the Survey Questionnaire 


Executive: 


Management and 
Administrative (MGT): 


Professional (PROF): 


Technical (TECH): 


Office: 


Non-Office: 


Officers involved in planning and policy typically 
reporting to the presidential level and higher. 
TO BE EXCLUDED FROM THIS SURVEY. 


Employee groups below the executive level engaged 
in the planning, execution, conduct and control 

of programmes, and the requirements of internal 
management; includes junior supervisory occupations 
through middle management, specialists and senior 
Management up to but excluding the executive level. 


This category includes managers and specialists in 
fields such as marketing, personnel, purchasing, 
accounting, public relations and general adminis- 
tration. EXCLUDE EMPLOYEES IN DIRECT SALES. 


Employees whose work is predominantly non-routine, 
requires discretion and judgement and is based on 
the application of a comprehensive body of knowledge 
such as actuarial science, architecture, biology, 
chemistry, economics, education, engineering, law, 
medicine, or nursing. 


Employees engaged in the conduct of analytical, 
experimental and investigative duties in the natural, 
physical and social sciences, including the design, 
construction, inspection, operation and maintenance 

of complex equipment systems and processes. The 
requisite knowledge and skills are normally acquired 
through completion of secondary school and specialized 
training. Examples of occupations include draftsmen, 
technicians, technologists and quality control 
inspectors. 


Clerical, secretarial and general office workers, 
including those providing data-entry and computer 
operations support in electronic data processing. 


Wage earners or hourly paid staff engaged in 
production, maintenance, warehousing, shipping, 
delivery, etc. and working foremen. 
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Only 16 companies were able to report numbers of employees on the 
basis of the five categories used in the questionnaire. 


The average percent-— 
age distribution for their employment is shown below. 


NON- 
MG Tis PROF os (EGH® \OFERICE “ORRICE: TOTAL 
Average percentage 
distribution of total 


number of employees COIL EO or hee Beha Sige eee LO UaUy, 


An additional 11 organizations were able to separate Non-Office and 
Office but could not distinguish between Management, Professional and Technical 
employees. Combining their employment with the preceding 16 companies, the 
following shows the employment distribution for a total of 27 organizations. 


MGT, PROF NON- 
AND TECH _ OFFICE OFFICE TOTA 


Average percentage 
distribution of total 


number of employees Zi Os DO RTLY. 43.22 100.02 


An additional five companies were only able to distinguish their 
Non-Office employees from employees in the other four categories. Combining 
their numbers of employees with the preceding 27 companies, the following 


shows the average distribution of total employment for 32 responding organi- 
zations. 


MGT, PROF, TECH NON- 
AND OFFICE OFFICE TOTAL 
Average percentage 
distribution of total 
number of employees SLATE 42.032 100.02 
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Of the two companies that are not included in the above employment 
distributions, one company was unable to give numbers of employees based on 
the employment categories in the questionnaire. The other company could not 
separate Management from Professional employees, nor could it separate its 
Technical and Office employees from its Non-Office employment. 


Because of the difficulty organizations had in separating their 
employment according to the employment categories identified, we are unable to 
weight the results of this survey by numbers of employees. Therefore, in the 
balance of the report our tabulations show the numbers of organizations report- 
ing a particular provision or practice with these numbers expressed as a 
percentage of the total number of organizations reporting. 


In summary, the Bureau is presenting the information on coverage by 
type of employee so that it may be useful in applying the results of 
the survey. However, because many responding organizations stated that they 
were reporting roughly estimated employee numbers in the defined categories, 
and because it was not possible for all organizations to present the required 
information, the above average employment distribution information should not 
be used as a precise measure. 
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Employees Covered by Collective Agreements 


Respondents also experienced considerable difficulty in reporting 
numbers of employees under collective agreements by occupational category. 
Many indicated they were only providing rough estimates. 


Because of this, and because many companies could not give numbers 
of their employees according to the occupational categories used in the 
questionnaire, no data is reported on actual numbers of unionized employees 
by category. Tabulations A and B which follow may provide some useful 
information. Note that the two organizations unable to report on 
their entire workforce are not counted in these tables. Both are known to 
have unionized employees at least in the Non-Office category. 


In total 26 (812) of the 32 organizations able to report their full 
employment had some employees under one or more agreements. The total number 
of employees under collective agreements represented 48% of the total 
employees reported by these 32 companies. 


Two of the organizations, one counted in the Office category and one 
in the Non-Office category of the A tabulation, did not report numbers of 
unionized employees. Each stated that very few employees were organized in 
those categories. In both cases the companies indicated that conditions were 
substantially the same for unionized and non-union employees and they did not 
report separate practices for the small organized group in each category. 
Therefore, in the balance of this report, the total number of organizations 
reporting on their unionized employees in the Office and Non-Office categories 
is one less in each case than the numbers shown in the A tabulation on page 20 
for those categories. 


In ten organizations all employees in the Non-Office category were 
unionized and one company reported that all of its Technical and Office 
employees were under collective agreements. In all other cases, something 
less than the total organization's employment in a category was reported as 
being under agreements. 
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SURVEY METHODS AND SOURCES 


A. Number of Organizations With Some Emp loyees Under Agreements. 


Number of Organizations by Employment 
Category 


NON- 
MGT EROrR fers Orie Clg or Lees 


Number of Organizations* 
Reporting Some Employees 
Under Collective Agreements iL 3 3 ig) Pa 


% of Total Organizations* 
Reporting by Category 37, 107 172 412 837 


B. Proportion of Employees Covered by Collective Agreements 


% of Total Organization's 


Employment Covered by Number of 

Collective Agreements Organizations* 
0Z 6 
less than 12 3 
1Z = 192 2 
202 - 397 4 
40Z = Do 4 
Ries Pe 79%, i 
80Z = 1002 Js 
Total 32% 


* Limited to the 32 organizations that were able to report on their entire 
workforce. 
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SURVEY METHODS AND SOURCES 


Questionnaire 


The survey questionnaire was developed with the cooperation of 
interested representatives of the Advisory Committee on Pay Research. The 
balance of this report is structured to directly parallel the structure of the 
questionnaire. Each of the major topics is a separate section of this report. 
The format of the report presents the question which was posed to participants 
immediately followed by the responses received to that question. 


It is the normal practice of the Bureau to include a copy of the 
full questionnaire used in each survey as an appendix to each report. 
However, because of the way the information is presented, it was not considered 
necessary to follow that practice in this report. While there has occasion- 
ally been a slight re-wording of the question to make it more suitable for 
the report form, readers are advised that the full substance of each question 
has been retained in the report. Under many questions several possible responses 
were printed on the questionnaire to ease the participants’ task of responding. 
In almost every case, the wording of the responses shown in this report are the 
ones that were provided on the questionnaire. We would be pleased to provide 
a copy of the full questionnaire on request. 


Presentation of Results 


In the following pages we have presented the responses to the 
questions raised in the survey questionnaire in a format that we believe will 
be most informative to the data user. As a basic principle, we have tried to 
report the maximum of potentially useful detail consistent with protecting 
the confidentiality of individual returns. There are some cases where we are 
presenting information about which we have some reservations. In those 
instances we have highlighted in the narrative any reservations we have about 
the accuracy or consistency of the information provided. 


As may be expected with any survey of such a broad subject matter 
area with such varying practices, there has been some "force-fitting" of the 
results in preparing this report on the survey. The Bureau takes full 
responsibility for these decisions as to how the findings should best be 
presented. 


In the narrative we have identified any cases where the information 
reported by the companies differed from the way in which we presented it in 
the summary tables of the responses. We hope this will enable users to make 
any adjustments where they believe the data should have been reported in 
another way. 


Future Updating Plans 


There is a need to expand the number of companies in this study to 
make the sample more representative. A data bank system is currently 
maintained in the Bureau, storing the data for the 34 companies who have 
responded to this questionnaire. 
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SURVEY METHODS AND SOURCES 


At a future updating of the study, it is planned to secure informa- 
tion from the 34 participants on an exception reporting basis. That is, they 
will only be asked to report on changes from the 1980 practices at the next 
update. This should make it possible for the Bureau to devote its resources 
to obtaining information from the new companies to be added to the sample. 


While at present there are no firm plans to update this study, it 
is considered reasonable that we would do such an update in about two years. 
In the meantime, we would be pleased to try to respond to any requests for 
additional information which can be answered from our data bank. 
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SALARY ADMINISTRATION IN CANADIAN INDUSTRY 
SECTION 2 
JOB EVALUATION SYSTEMS 


Introduction 


The purpose of this section of the questionnaire was to obtain 


information on the types of job evaluation systems used by the survey 
participants, as well as to determine employee participation and rights under 
these classification systems. In several cases under the following questions 
the survey results are presented separately for unionized and non-union 
employees. 


Highlights 


Almost all organizations surveyed reported having a formal job 
evaluation plan applying to most of their employees in the Management, 
Professional, Technical and Office categories. Most organizations also 
indicated that they had a job evaluation plan for employees in the 
Non-Office category. Smaller percentages of unionized employees had 
formal job evaluation plans than did non-union employees. 


The most popular job evaluation plans are point rating systems. More 
than half of the responding organizations in the Management, 
Professional, Technical and Office categories reported they use such 
systems. For Non-Office employees, 40% of the organizations reporting 
also indicated that they use point rating systems. The Most frequently 
occurring job evaluation plan type for the Non-Office employment 
category was the ranking system. 


Many respondents reported that the same job evaluation plans were used 
for more than one of the employment categories identified in the 
questionnaire. 


Very few responding organizations indicated they had separate job 
evaluation plans for individual occupations within the employment 
categories identified in the questionnaire. 


Where organizations have job evaluation plans covering employees 
represented by a union, in most cases the union participates in the 
development of, or changes to the job eyaluation plan. However, that 
union participation in several organizations was limited to being 
informed of the plan details as developed by management. Where there 
is union participation the most frequently occurring practice is to 
negotiate many of the plan details with the union. 
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JOB EVALUATION SYSTEMS 


Highlights (Concluded) 


@ Company practices in disclosing to employees details of their job 
evaluation plans vary widely. Some organizations provide almost total 
disclosure of plan details to employees, while others provide no 
disclosure. No predominant practice is evident from the data collected 
in this survey. 


@ Where some employees in a category are unionized and others are not, 
in most cases there are no differences in disclosure practices between 
the two employee groups. 


@ Where employees are dissatisfied with the evaluation of their job, 
redress procedures are available in most organizations. Where employees 
are unionized, formal procedures, normally the established grievance 
procedures, usually apply. For non-union employees, the most frequently 
occurring practice is to utilize informal procedures for hearing such 
employee complaints. 


@® Under the redress procedures the highest level of appeal for unionized 
employees is, in most cases, "third party arbitration". For non-union 
employees the highest level within the organization to which an employee 
may appeal varies widely. In some organizations the employee's 
immediate supervisor is the final level, while, in other cases, the 
employee may take his case as high as the Chief Executive Officer. 

This survey does not reveal any predominant practice in terms of the 
highest level for such appeals. 
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JOB EVALUATION SYSTEMS 


is Formal Job Evaluation Plan 
Question: Is there a formal job evaluation plan? 
Responses: 


Number of Organizations by Employment 
Category 


NON- 
MGT PROES Ss TECH OBFIGE sa SOEETCE 


Number of Organizations 
Reporting Formal Job 
Evaluation Plan 


A. for Unionized employees 1 Z 5 9 138} 
% of Total Orgs. With 
Some Unionized Employees 1002 672% 100% TEV 542 
B. for Non-Union employees 34 33 29 33 3 


eee 


7 Otmtotal.Ores.. With 
Some Non-Union Employees 100Z 1002 97% O77 59% 


i eS 


In the above tabulation we have separated the information for 
unionized employees from those cases where the organizations reported some 
non-union employees in those employment categories. More than half of the 
responding organizations in each of the employment categories indicated that 
they had some form of job evaluation plan, whether employees were unionized 
or not. The percentages having plans were lower where the employees were 
unionized than where employees were not organized. 
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JOB EVALUATION SYSTEMS 


Definitions of Types of Job Evaluation Plans 
as they Appeared in the Questionnaire 


Ranking 


Comparison with other whole jobs in an organization. 


The jobs in the organization are placed in order (ranked) on the basis of 
importance to the organization or general difficulty. 


Grade Description 


Comparison with predetermined level descriptions. 


The jobs in the organization or occupational group are compared as whole 
jobs against a set of definitions of varying levels of difficulty. The 
jobs are in effect ranked in terms of these levels. 


Point Rating 


Comparison with a predetermined scale of factor and degree definitions. 


The compensable factors are determined and defined and then divided into 
a number of degrees and each degree defined. Jobs are compared factor by 
factor against the degree definitions and the closest degree determined. 
Each degree of each factor has a point score attached to it and the total 
point score for the job determines its "point-band" or level. 


Factor Comparison 


Comparison with like factors as described in a range of key jobs. 


Jobs are broken down into their component factors, e.g., Skill, Initiative 
and Judgement, Working Conditions, and these factors are weighted by 
percentages or dollar amounts. Key jobs (benchmarks) are selected and 
similarly broken into factors. The other jobs are compared to these on a 
factor by factor basis and ranked accordingly. 
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JOB EVALUATION SYSTEMS 


Dee Type of job evaluation plans. 


Question: Respondents were asked to identify the type of job evaluation 
plan used based on the definitions reproduced on page 26. 


Responses: 
Number of Organizations by Employment 


Category 


(%Z of Total Orgs. With Job Evaluation 
Plan) 
NON- 


MGT PROEF TECH ORELCE Sy One] CE 
Plan Types: 


icine _5(15%) _3(9%) _5(17Z) _7(21%) 11552) 
Grade Description 2 OU184) 8247) 9 (807) LOC 2979103152) 
Point-Rating System 22(65%) 20(61%) 16(53%) 19(562) 8(402) 
Factor-—Comparison ee ate Se ee LOA) eee ee ee 
Cooperative Wage Study 

(CWS) Plan Se Cay aaa Gee ORT 
Other 3(9Z) 3(92) 3107) «S206 5(Z94) 


i 


Total Orgs. With a 


Formal Job Evaluation 
Plan 34 33 30 34 20 


ie 


(100%) (100Z)5GL00Z)" (100Z)>* (1002) 


Many organizations use plans prepared by management consultants. 
Actual numbers of organizations using each consultants' plan are not presented 
because the questionnaire only listed a small number of plans as potential 
responses. Therefore, results may not be indicative of actual practice. 
Eighteen organizations (53%) reported using such plans for management 
positions. For Professional, Technical and Office classes, the figures are, 
respectively: 12(362), 8(26Z%), 5(15%). No organizations reported using 
management consultants’ plans for Non-Office classes included in the survey. 
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JOB EVALUATION SYSTEMS 


sy Application of Formal Evaluation Plans. 


Question: Where the evaluation plans overlap two or more of the employment 
categories shown here, OR where two or more evaluation plans 
apply to one of the employment categories used here, briefly 
describe coverage of those plans. 


Responses: 

Categories With Same Number of Organizations 

Evaluation Plan (Z of Total Responding in Survey) 
MGT/PROF 6 (18%) 
MGT/PROF/TECH DCMS 
MGT/PROF/TECH/OFFICE 8 (24%) 
MGT/PROF/TECH/OFFICE/NON-OFFICE Lela) 
PROF/TECH 1 (32) 
PROF/TECH/OFFICE ZTE) 
TECH/OFFICE DAG 
TECH/OFFICE/NON-OFFICE 2 (6%) 
OFFICE/NON-OFFICE ae) 
Total Orgs. Responding 
in Survey SoeerOO 7) 


The number of organizations with the job evaluation plans overlapping 
the various employment categories are shown in the above tabulation as a 
percentage of the 34 organizations that responded in this survey. That value 
was deemed appropriate because all of the organizations surveyed have a job 
evaluation plan applying to at least one of the employment categories 
identified. 


Although not all organizations had classification plans that applied 
to more than one category, several organizations are counted more than once 
in the above tabulation of the responses because, for example, some had a 
common classification plan applying to Management and Professional employees 
and another common evaluation plan applying to Technical and Office employees. 
It is obvious from the results shown above that there is no predominant 
practice of using a single classification plan for specified categories of 
employees. 
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JOB EVALUATION SYSTEMS 


oh Application of Formal Evaluation Plans (Concluded) 


The reader should be aware that the categories as defined in this 
questionnaire influenced the results displayed above. Had different categories 
been identified, it is possible that the reported practices of using common 
job evaluation plans for those groupings would be somewhat different from the 
results of this survey. 


4. Different Plans Within Category 


Question: List the cases in your company where individual occupations 
(e.g. engineers, computer systems administrators, clerks, etc.) 
have separate job evaluation plans from other employees in the 
same category of employment (as used in this questionnaire). 


Responses: 


Only two responding organizations listed individual occupations 
that had separate job evaluation plans from other employees in the same 
category of employment. One organization listed separate plans for 
Lawyers, Doctors and Computer Programmers. The second organization had 
a separate plan for Draftsmen. 
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JOB EVALUATION SYSTEMS 


Bs Planned Changes. 


Question: Are any changes in the job evaluation plan anticipated in the 
near future? (Respondents were asked to briefly describe any 
planned changes.) 


Responses: 


Number of Organizations by Employment 
Category 


NON- 
MGT PROF TECH. 7sOERICES- ORETCE 


Number of Organizations 

Planning Changes is ae! 2 Z Z 
% of Total Orgs. Reporting 

by Category 3h Sy 62 62 62 


Few organizations plan any changes in their job evaluation plans in 
the near future. One organization, not counted in the tabulation above, 
indicated that it was introducing a new job evaluation plan effective 
January 1, 1981. In order to report the most current data possible, the 
Bureau obtained information on that system and information reported on that 
organization is effective at January 1, 1981. 


Only two organizations were anticipating changes in the near future. 
One of these, reporting in all five categories of employment, indicated that 
it was seeking a single system to replace the several evaluation plans it 
currently used. The company noted it was being heavily influenced in its 
search for such a new system by the current legislation dealing with equal pay 
for work of equal value. 


The second organization, indicating upcoming changes for its 
employees in the Technical, Office and Non-Office categories, advised that 
it would be changing to a grade description system by the end of 1981. Its 
employees in these three categories are currently on a ranking system. The 
employees it reported in the Management, Professional and part of the 
Technical category are presently on a grade description system. 
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JOB EVALUATION SYSTEMS 


Union Participation in Formal Plan 


Question: As a general practice (say over the past 5 years), when a formal 
job evaluation plan is introduced or changed, indicate the type 
of union participation. 


Responses: 
A. All Organizations 


Number of Organizations by Employment 
Category 


(% of Total Orgs. With Job Evaluation 


Plan) 
NON- 
MGT PROF TECH OFFICE: “OFFICE 
There is no union 32(9427) 300917) s 251837) 0 244747 ad (557) 
There is no union 
participation - - 37) 5 (Lb 57 = 8 (407) 
The union is informed of: 
- the plan type - a( 37) 5(.07)) B97) 4(20Z) 
- the compensable factors _ ~ 2(72) ZCGR) 20102) 
- the final job evaluations ~ U3 7) ZC72) 2 (62%) SCL 5a) 
The union is consulted on: 
- the plan type 7 = - - = 
- the compensable factors - = = = - 
- the final job evaluations - - - - (52) 
There are negotiations with 
the union on: 
- the plan type iy C32) GDS) ACl27)) 56252) 
- the compensable factors - - iM OSV) 3(9%) 5 (257) 


a ee 


- the final job evaluations PC37) CSA) DOA) Velo, imo lao.) 
Total Orgs. Reporting 

Formal Job Evaluation 

Plan 34 33 30 34 20 


i 


(100Z) (1002) (1002) (1002) (1002) 
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JOB EVALUATION SYSTEMS 


Union Participation in Formal Plan (Continued) 


B. Organizations With Unionized Employees 


Number of Organizations by Employment 
Category 


(% of Total Orgs. With Unionized 
Employees) 


NON- 
MGT PROF TECH SORE ICES CEEICE 


There is no union 
participation - - 1(207) 5427) 43837) 


See ee ee en eh ne, 


The union is informed of: 


- the plan type - 1(334) 3.602) 3 257) ae Gl) 
- the compensable factors - ~ 2(407) 83 2G ae (32) 
- the final job evaluations - (337) aot. 402)e Gla Cla) 


ee 


The union is consulted on: 


- the plan type - - - = = 


sO 


- the compensable factors - - = = a 


- the final job evaluations - ~ ~ = 1(42) 
There are negotiations 
with the union on: 

- the plan type VCLOO7) ee 03370) 82(407)8) 40837) ot) 


SO ne ee ee 


- the compensable factors - - (2027). 23 (257) eee.) 


a Eessseesstinn ee 


- the final job evaluations TCLOOZ) P8033) 2 (402)9 95427) 6337) 


ee 


Total Orgs. Reporting 
Unionized Employees a 3 5 12 24 


ee eee SF 


(100Z) (1002) (100%) (100%) (1002) 
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JOB EVALUATION SYSTEMS 


Ge Union Participation in Formal Plan (Concluded) 


Many organizations indicated that more than one of the responses 
provided on the questionnaire was appropriate to describe their practice. 


One company indicated no experience in recent years in introducing 
a new job evaluation plan for unionized employees. Therefore, no responses 
are counted for that organization in the above tabulations. That company 
noted that, in theory, everything was bargainable. 


Where there is union representation of employees, in most cases the 
union participates in some way in the development of the job evaluation plans. 
However, the degree of participation varies from only being informed of 
management decisions on the job evaluation plans to actual negotiations on 
those plans. 
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JOB EVALUATION SYSTEMS 


the Disclosure of Plan to Employees 


Question: Indicate the degree of disclosure to employees of details of 
formal job evaluation plan. (Respondents were asked to describe 
any practices not fitting the pre-printed possible responses on 
the questionnaire and to provide any other descriptive informa- 


tion.) 
Responses: 
Number of Organizations by Employment 
Category 
(Z of Total Orgs. Reporting Formal 
Plan by Category) 
NON- 

MGT PROF TECH: > OF RTCEe OFRICE 
No disclosure 5(€15Z) *7212) 96302) 11327) 5407) 
All plan details (i.e. 
factors, weights, etc.) 
disclosed 6C187,) a 500) 2A) LCU27 ee C352) 
Disclosure of compensable 
factors applicable to 
employee's own job 6.0187)" . 66187) 446137) 6D) 4(202) 
Disclosure of all details 
of employee's own job 
evaluation 6C162)) 60182). 7237) ee C2 eee) 
Disclosure of job 
evaluation relativity 
to pay 11(€327) 100302) “80272) 80242) F407) 
Other degree of 
disclosure 8(247)) 8 (242) ~7(232))- 50852) 25) 


Te et ee, 


Total Orgs. Reporting 
Formal Job Evaluation 
Plan by Category 34 35 30 34 20 


ee 


(100%) (100%) (100%) (100Z) (1007) 
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JOB EVALUATION SYSTEMS 


Ls Disclosure of Plan to Employees (Concluded) 


A wide variety of practices in disclosing information on job 
evaluation plans was reported by the survey participants. The range of 
information reported as being disclosed ranged from nothing to everything. 
No predominant practice can be identified from the results obtained. 


Several organizations reported an "other degree of disclosure”. 
One company reported that its Management, Professional, Technical and Office 
employees were aware of their own job's rating only. A second company stated 
that its Management, Professional and Technical employees could obtain some 
information on the evaluation plan on request. A third company reported that 
its Management and Professional employees had a copy of the basic evaluation 
plan. It did not feel that this degree of disclosure was represented in the 
other pre-printed possible responses on the questionnaire. A fourth organiza- 
tion reported that its non-union employees in all five categories could 
obtain information on the evaluation plan on request only. 


A fifth organization, reporting an "other degree of disclosure" for 
its Management and Professional employees, noted that each employee in those 
categories is given a copy of a company-prepared booklet which describes the 
full process used by the company in its evaluation of jobs. It felt that this 
practice went beyond the second response, "all plan details", provided on the 
questionnaire. 


A sixth company also indicated that its Management, Professional 
and Technical employees were provided with a booklet prepared by the company 
giving all of the background to the job evaluation plan used. 


A seventh company, responding under the "Other" degree, indicated 
that its Non-Office employees are given a copy of the collective agreement 
which lists the jobs and the pay applying to each. In fact, for its Non- 
Office employees, this company had not reported the existence of a formal 
job evaluation system. All evaluations were negotiated with the union. 


An eighth survey participant indicated that for its employees in all 
five employment categories, it provided both "disclosure of compensable 
factors applicable to employee's own job" and "other degree of disclosure". 

In explanation it indicated that general information was provided on how the 
plan relates to pay ranges, but no specifics were given to individuals. 


A ninth organization stated that its Technical and Office employees 
were provided with the job grade and the salary range for their position. 
No other disclosure applied. For its Non-Office employees all details were 
contained in the applicable collective agreement. 


A tenth company responded that its Non-Office employees were 


provided with information on the ranking of their jobs through their 
collective agreement. 
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JOB EVALUATION SYSTEMS 


oo Disclosure 


Question: Describe any differences in disclosure practices between 
unionized and non-union employee groups. 


Responses: 


Only six (18%) of the 34 participating organizations indicated 
that there was a difference in disclosure practices between unionized 
and non-union employee groups. In all cases the key difference was that 
unionized employees had the details provided either as part of the 
collective agreement or in a special disclosure to union representatives. 
The non-union employees either did not receive any information or could 
receive the information on their evaluation plans on request only. 
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JOB EVALUATION SYSTEMS 


5 Redress of Disputed Job Evaluations 


Question: Indicate where there is a procedure for employees to appeal to 
higher authority when they are dissatisfied with the evaluation 


of their position. 


Responses: 


A. For Unionized Employees 


Formal Procedure 
Informal Procedure 
No Redress Procedure 


Total Orgs. Reporting 
Some Unionized Employees 


B. For Non-Union Employees 


Formal Procedure 
Informal Procedure 
No Redress Procedure 


Total Orgs. Reporting 
Some Non-Union Employees 


Number of Organizations by Employment 
Category 


(%Z of Total Orgs. Reporting by Category) 
NON- 
MGT PROB = fECH OFFICE OERICE 


IC TO0Z) 201-4) ClLO00 2) et LC92 7) eErCiiy) 


a ee eee 
eee eeeSS 


ee eeeSSS 


C1002), C1002) (4007) C1007) 21007) 


8( 242) GES 7) © 5.77) 6(18Z%) _4(192) 


6(182) 6S 2) oe Gh) RO G24 Armee) 


ee 


(1002) (100Z) (1002) (1002) (1002) 
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JOB EVALUATION SYSTEMS 


9.  Redress of Disputed Job Evaluations (Concluded) 


For unionized employees the normal grievance procedure was the usual 
mechanism through which employees could process disputes about the evaluation 
of their jobs. However that was not always the case. In some cases, companies 
reported that the normal grievance procedure would not be used for job evalua- 
tion disputes. In some cases they reported that the matter would be negotiated 
with the union representatives. 


For non-union employees it was sometimes difficult for the Bureau to 
distinguish between a "formal" and "informal" procedure. Where we were able 
to establish that the process was in writing and all employees were aware of 
it, we categorized this as "formal". Often the informal procedure reported 
was stated by the participating companies to be a general complaint procedure 
that was established to handle a variety of complaints, not just those related 
to job evaluation. 
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JOB EVALUATION SYSTEMS 


Los Redress Procedure 


Question: Where a procedure applies, indicate the highest level of 
authority to which the employee can appeal. 


Responses: 


Highest Level for Appeal: 
Supervisor 
Supervisor's Superior 


Personnel or Industrial 
Relations Department 


Vice-President Level 
Chief Executive Officer 
Union-Management Committee 
Third Party Arbitration 
Other 

Total Orgs. Reporting 


Redress Procedures by 
Category* 


Number of Organizations by Employment 
Category 


(%Z of Total Orgs. With Redress Procedures 
by Category) 


NON- 
MGT PROF TECH a wOnie! CE OF EL CE 


HEIs 7) OOO S87 ses COZ) 266202) = 


i ee eS 


eS 


ee a 
— EOS SS 
i 
a 


en ee en on oo 


ooo, 


CTOOZ) C1007)" = CL0G7). = CL0072)* (1007) 


* Includes both formal and informal procedures for unionized and 


non-union employees. 
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JOB EVALUATION SYSTEMS 


nO Redress Procedure (Continued) 


A wide variety of practices applied in the participating companies 
as to how far an employee could take his complaint about the evaluation of 
his job. For unionized employees "third party arbitration" was normally the 
highest level for appeal. For non-union employees the highest appeal level 
varied widely from the employee's supervisor all the way to the company's 
Chief Executive Officer. One of the companies, reporting an "Other" final 
level for its Management, Professional, Technical and Office employees, 
indicated that a Job Evaluation Committee existed within that organization 
to resolve such disputes. Employee complaints would go this route if 
Supported by the employee's manager. Normally, other complaints within that 
company could go to the Vice-President level. 


The other company indicating an "Other" final level, noted that it 
had in place a formal complaint procedure through which any employee complaints 
could be processed through a Coordinator at Head Office. Subsequently, an 
attempt would be made to resolve the employee's complaint with the Senior 
Manager and the appropriate area responsibility. This company reported only 
for employees in the Management, Office and Non-Office categories. 
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JOB EVALUATION SYSTEMS 


ah Redress Procedure (Concluded) 


Question: Describe any differences in redress procedures between 
unionized and non-union employees. 


Responses: 


Of the 24 companies reporting some unionized employees, 16 (672) 
reported some differences in redress procedures between unionized and 
non-union employees. Eleven (69%) of those 16 organizations indicated that 
the key difference was that unionized employees could use their grievance 
procedure and take the matter to third party arbitration. However, one 
of those 11 companies indicated that among its union employees there 
were differences in the procedures. Unionized employees at one of its 
locations could only take the complaint to a union-management committee, 
while those in another location could go to third party arbitration. 


Different practices were noted in five other organizations. 
In one case, for unionized employees, classifications were negotiated 
and the final level of appeal for the dissatisfied employee was a union- 
Management committee. 


Another organization reported that the same procedure applied 
to both its unionized and non-union employees - both could go to third 
party arbitration. However, it did note that unionized employees had 
access to different resource personnel to present their case. In the 
case of non-union employees, the company noted that they were normally 
represented at arbitration by officers of its personnel department. 


Another organization indicated that, while there was a union- 
management committee as the final level of appeal for unionized 
employees, no redress procedure applied for its non-union employees. 


Another organization reported that all such evaluation 
disputes were settled at negotiations for the unionized employees and 
no individual grievances on classification were entertained. 


Another organization reported that no redress procedure applied 


to its unionized employees. All rates and levels were negotiated with 
the union. 
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SALARY ADMINISTRATION IN CANADIAN INDUSTRY 
SECTION 3 
WAGE AND SALARY STRUCTURES - TYPES 


Introduction 


The purpose of this section of the questionnaire was to identify 
the range types by employment category. The relevant definitions for the 
range types are shown on page 44 exactly as they appeared in the questionnaire. 
Once the types had been identified, separate sections of the questionnaire 
were provided to obtain information specific to each of four range types -- 
the first four in the tabulation showing responses to question 1. A few 
questions were also asked about Single Rates Systems, as reported in Section 4 
of this report. 


Highlights 


@ Excluding practices for Non-Office employees, the most popular salary 
range type appears to be the Minimum —- Normal Maximum - Merit Maximum 
range. In these ranges only the above-average performer can go beyond 
the established Normal Maximum rate. In each of the Management, 
Professional, Technical and Office employment categories, more than 
60% of the organizations reporting employees stated that they had at 
least some of their employees on this type of range structure. 


@® For Non-Office employees the most frequent practice was to pay Single 
Rates of pay. 58% of the responding organizations stated that this 
was their practice for some or all of their Non-Office employees. 


@ For Office and Non-Office employees the second most popular type was 
the Minimum - Normal Maximum salary range. On such ranges all 
employees can attain the Maximum rate of the range with sufficient 
service and continuing fully satisfactory performance. 442% of the 
responding organizations advised that they had some or all of their 
Office employees on this structure. 39% of the companies reporting 
Non-Office employees had some or all of these employees on this range 


type. 


@® In most cases, salary range types do not differ between unionized and 
non-union employees within the same employment category. 


43 


WAGE AND SALARY STRUCTURES - TYPES 


Definitions Relating to Salary Ranges 


as_they Appeared in the Survey Questionnaire 


Minimum: The normal starting rate for employees whose experience 
and qualifications meet the minimum requirements of the 
position. 

Normal Maximum: The rate attainable by employees in the range based on 


length of service and continuing fully satisfactory 
performance. This may be the maximum of the range where 
automatic progression over time is the system in force. 
Where a merit progression system applies this may be the 
range beyond which only the superior or outstanding 
employees can progress. 


Merit Maximum: The highest rate available in a merit progression range 
system for continuing outstanding performance in the 
POSTELOn. 


Salary Range Types as used in this Questionnaire: 


A. Minimum - Normal Maximum 


Ranges in which the maximum rate is attainable by all employees with 
sufficient service and continuing fully satisfactory performance. 


B. Minimum - Normal Maximum - Merit Maximum 


Ranges with a defined intermediate rate between the minimum and maximun, 
the Normal Maximum, beyond which the satisfactory performer generally 
may not proceed. The maximum rate is usually attainable only by 
superior or outstanding performers. 


C. Minimum - Merit Maximum 


Ranges without a defined Normal Maximum rate, but in which the maximum 
rate is only attainable by superior or outstanding performers. 


D. Basic Range + Performance Bonus System 


One of the above types of ranges, or a Single Rates System, in addition 
to which employees may receive a separate bonus for superior or 
outstanding INDIVIDUAL performance. EXCLUDE PROFIT SHARING PLANS, 
STOCK PURCHASE PLANS, SAVINGS PLANS, ETC., unless benefits from such 
plans are distributed on the basis of individual employee performance. 
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WAGE AND SALARY STRUCTURES ~ TYPES 


iN Types of Salary Ranges 


Question: Respondents were asked to identify the types of salary ranges, 
(according to the definitions reproduced on page 44) that applied 
by employee category. Where more than one type applied, they 
were asked to also indicate which one covered the largest 
number of employees in that category. 


Responses: 


Number of Organizations by Employment 
Category 


(%Z of Total Orgs. Reporting by Category) 


NON- 
MGT PROF TECH OFEICE: = OFFICE 
A. Minimum - Normal Maximum 
Type 2(62) 3 C97) 6(19Z%) 15(44Z) 12(392Z) 
B. Minimum - Normal Maximum - 


Merit Maximum Type 22(65%) 21(64Z) 20(65%) 22(65%) 4(132) 


ee eee eee ee Oe eee 


C. Minimum - Merit Maximum 

Type oi Wks y/s he Key el ELS mye) re 
D. Basic Range + Performance 

Bonus System TOQU7 6 (187) SOLO aL G7) - 


E. Other formal type of 
salary ranges _ - = - - 
F. No salary ranges - single 
rates ~ ~ ~ I(37)0 el 6 6587) 


eee 


G. No formal salary ranges 
used - rates set on 
individual basis - = = = a 


ed 


H. Other system eS) UC3Z) 137) = = 


Total Orgs. Reporting 
by Category 34 33 31 34 ob 


(1007): ~CL00Z); (1002). (1007), C1007) 
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WAGE AND SALARY STRUCTURES - TYPES 


ie Types of Salary Ranges (Concluded) 


Several organizations reported more than one pay structure type 
applying to employees in the same occupational category. Where an organization 
indicated it had a Performance Bonus System in addition to one of the 
first three basic range types, that organization was counted only under 
response D "Basic Range + Performance Bonus System''. These companies completed 
the relevant section of the questionnaire describing the basic range type in 
addition to a separate section which provided information on the Performance 
Bonus System itself. 


The one organization reporting the response "Other system" for its 
Management, Professional and Technical employees advised that some of its 
employees in these three employment categories are paid under a maturity 
curve pay structure. 
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WAGE AND SALARY STRUCTURES ~- TYPES 


Ze Types of Ranges 


Question: Do types of salary ranges differ between unionized and non-union 
employees? Please describe any differences. 


Responses: 


As mentioned in Section 1, only 32 organizations were able to 
report on their full workforce. Of those, 24 reported on employees 
covered by collective agreements. 


While 16 (67%) of the 24 organizations indicated there was 
some difference in pay practices between union and non-union employees, 
in most of these cases the reported differences could be attributed to 
differences in practices between employment categories rather than 
exclusively to differences between union and non-union employees. For 
example, in several organizations practically all the Non-Office 
employees were covered by Single Rates Systems and were also unionized. 
The non-union employees in the other categories reported by those organi- 
zations were on various types of salary ranges. 


The following tabulation shows the number of cases in which 


different pay systems applied to unionized and non-union employees 
in the same employment category. 
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WAGE AND SALARY STRUCTURES ~ TYPES 
2. Types of Ranges (Concluded) 


Organizations Reporting Different Pay 
Systems for Unionized Employees and 
Non-Union Employees in the Same 
Employment Category 


MGT PROF TECH PORRICE (OREICE 


Number of Organizations 

Reporting Different Pay 

Systems = if 1 5 1 
%Z of Total Orgs. Reporting 

Some Unionized Employees 

in Category ~ Son 20% 427 4%, 


In total only 6 (25%) of the 24 organizations reporting on their 
unionized employees had a different pay system applying to unionized and 
non-union employees in the same employment category. 


One organization reporting a different practice under the Office 
category indicated that the unionized employees had Minimum - Normal Maximum 
type ranges, while the non-union Office employees had basic ranges (of the 
Minimum - Normal Maximum - Merit Maximum type) with a Performance Bonus System 
in addition to the basic ranges. 


Another organization indicated that its unionized Office employees 
had Minimum —- Normal Maximum - Merit Maximum type ranges, while its non-union 
employees had ranges of the Minimum —- Merit Maximum type. 


Two organizations, reporting on their Office employees, advised that 
their unionized Office workers were covered by ranges of the Minimum - Normal 
Maximum type while their non-union employees were on Minimum - Normal Maximum - 
Merit Maximum ranges. 


The fifth company reported that unionized employees in its 
Professional, Technical and Office classes were on ranges of the Minimum - 
Normal Maximum type. Its non-union Professional, Technical and Office 
employees were on Minimum - Normal Maximum - Merit Maximum salary ranges. 


The sixth firm, showing a difference in the Non-Office category 


only, stated that, while its unionized employees had single rates of pay, its 
non-union staff were on Minimum — Normal Maximum type ranges. 
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SALARY ADMINISTRATION IN CANADIAN INDUSTRY 
SECTION 4 
SINGLE RATES SYSTEMS 


Introduction 


With respect to pay systems, the emphasis in the survey questionnaire 
was to obtain greater detail about salary ranges and how they are administered. 
Therefore, very few questions were asked about companies’ practices under 
Single Rates Systems. Aside from the standard question asked about all 
employee compensation systems, dealing with the amount of information 
disclosed to employees, the questionnaire only requested information on the 
average differentials between rates for different classification levels and 
how employees were paid for supervisory responsibilities under these systems 
of single rates of pay. 


Highlights 


@ Fifty-three percent of the responding organizations stated that some of 
their employees were paid under Single Rates Systems. With one exception, 
all of the companies reporting indicated that this type of pay system 
applied only to their Non-Office employees. One respondent indicated 
that some of its Office employees were also under this type of pay plan. 


@ Only half of the responding organizations were able to provide 
information on the size of differentials between classification levels 
for employees on single rates systems. In the six companies reporting 
a percentage differential, the average spread between levels was 3.82 
for Non-Office employees. 


@ Provision to pay a separate supervisory differential to supervisors 
under single rates systems applied to less than one-third of the 
organizations with single rates systems. 28% of the organizations had 
no supervisory employees under the single rates systems and 44% of the 
companies with such systems indicated that the compensation for super- 
visory responsibilities was "built into the job evaluation". 


@ Only three organizations were able to report the average size for their 


separate supervisory differentials. The average of the three values 
reported was 10.72. 
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SINGLE RATES SYSTEMS 


Le Disclosure to Employees 


Question: Indicate the items of information about the salary plan that are 
disclosed to employees. 


BeepeRees: Number of Organizations by Employment 


Category 


(Z of Total Orgs. Reporting 
Single Rates Systems) 
NON- 
MGT PROF TECH” VOPE ICE] sUrPice 


All rates in all pay 
schedules = = - ~ 2117) 


All rates in the employee's 
pay schedule = - - 1(100%) 16(89Z) 


Frequency of pay 
schedule adjustments = = - EGLQ0 7) oedi5:.(83Z) 


Practices followed in 

determining pay rates 

on promotion and transfer = ‘“ - LCLOOZ) giaci2a. 
No disclosure other than 

employee's personal rate iz = = z = 


Total Orgs. Reporting 
Single Rates Systems i, = = ua 18 


(1002) (1007) 


Most of the survey respondents indicated that more than one of the 
responses reflected their practice. 


In editing the data, the Bureau adopted a very strict interpretation 
of the first response "all rates in all pay schedules". Only those companies 
which made information available to employees on all pay schedules throughout 
their company are reported beside that response above. Thus the two organiza- 
tions reported beside this response have practices of very extensive release 
of information to their employees about company salary ranges and rates. In 
one case, the company reported that the personnel administration manual is 
available to any of its employees. The other company indicated that, because 
all job vacancies were posted, any employee can quickly determine the ranges 
or rates for all jobs. 
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SINGLE RATES SYSTEMS 


ie Disclosure to Employees (Concluded) 


Organizations reporting that employees were aware of all rates in 
pay schedules applying to employees in the same employment category are shown 
under the response "all rates in the employee's pay schedule". Generally, 
the employees "knowledge" was due to the rates being established by collective 
agreements. Most companies stated that the employees covered by single rates 
systems were also under collective agreements. 


Eleven additional organizations originally responded that employees 
were aware of "all rates in all pay schedules". These eleven were deleted 
by the Bureau from that response during the editing process. In these cases 
the Bureau understood that employees were aware of rates paid for jobs in the 
occupational category in which they were employed, but not of pay scales in 
other categories. Users of this report may decide that it is more appropriate 
to add these organizations, eleven in the Non-Office category and one in the 
Office category, to the numbers of organizations shown beside the first 
response in the tabulation above. 
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SINGLE RATES SYSTEMS 


Diy Disclosure to Employees 


Question: Do disclosure practices vary between unionized and non-union 
employees? Please describe any differences. 


Responses: 


Four (22%) of the 18 organizations reported that there were 
some differences in the disclosure practices between unionized and non- 
union employees. In three of those organizations the difference was 
that union employees had access to all rates under their collective 
agreement, whereas non-union employees received more limited information. 
The fourth company reported that there were differences in information 
received depending on how closely the non-union employees were tied to 
the rates paid under the collective agreements covering unionized 
employees in that employment category. 


Of the remaining organizations, four (22%) organizations 
reported that all employees under the single rates systems were unionized. 
The others indicated there were no differences in the amount of infor- 
mation disclosed. 
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SINGLE RATES SYSTEMS 


Differentials 


Question: State the average amount of pay differentials between rates for 
different classification levels. (Respondents were asked to 
express the pay differential as a percentage) 


Responses: 
Only 9 (50%) of the 18 organizations with single rates systems were able 


to report the average size of pay differentials between levels. 


A. Number of Organizations Able to Report Differentials 
NON- 
MGT PROF TECH CEELCE FICE 


Number of Organizations 
Able to Report Average 
Differentials = - - i 8 


% of Total Orgs. Reporting 
Single Rates Systems = = - 100Z 447, 


B. Differentials Paid 


Number of Organizations* 


NON- 
OFFICE OFFICE 
Up_tOsze0, ik Z 
Pgs = 4.02% = il 
4.12 - 6.02% - Z 
6.12 - 8.02 = 1 
¢ per hour only reported - Z 
Total Cac 8% 


Limited to the organizations able to report the size of differentials. 
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SINGLE RATES SYSTEMS 


ce Differentials (Concluded) 


Many organizations experienced difficulty in providing information 
on the size of the pay differentials between rates for classification levels. 
Several reported that the large number of rates made the task of calculating 
an average differential practically impossible. Many noted that there were 
significant variations in differentials between jobs under the single rates 
systems. They indicated that there was no pattern to the differentials 
applying to employees on single rates throughout their companies. 


The simple average of the differentials between levels, in the six 
organizations able to report percentage differentials for Non-Office employees, 
is 3.8%. In accordance with normal Bureau confidentiality restrictions, 
no value can be released for the Office category because only one organization 
reported employees on single rates under that category. 


One organization, which is included in the B tabulation above, beside 
the response "¢ per hour only reported", stated that the cents per hour value 
only applied to some of the jobs subject to the single rates system. Two 
additional organizations, that were not able to report the size of the differ- 
entials, did indicate that their differentials were expressed in cents per hour. 
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SINGLE RATES SYSTEMS 


4. Payment for Supervisory Responsibilities 


Question: Indicate how employees are compensated for supervisory respon- 
sibilities. 


Responses: 
Number of Organizations by Employment 


Category 


(%Z of Total Orgs. Reporting 
Single Rates Systems) 


NON- 
MGT PROF TECH VERICES0re ICE 


Built into job evaluation - ~ TCLOOA) peo aa.) 


Separate supervisory pay 
differential paid - - - - 5 (282) 


Other - - -_ = = 


No supervisory employees 
under single rates system - = = 


5( 282) 


Total Orgs. Reporting 
Single Rates Systems - = ~ ut 18 


(1002) (1002) 


Only 13 organizations were able to provide responses under this 
question. The other five companies indicated that the single rates systems 
in their organization did not cover supervisory employees. 


One of those five organizations did report a practice of establish- 
ing rates for Junior Foremen and Senior Foremen that may be of interest. 
These two classes are paid on ranges, but the mid points of the ranges are 
set 20% and 30% for Junior and Senior Foremen respectively, above the highest 
employee rate at the worksite. The company specified that the percentage 
differentials are established over the highest rate at the worksite, whether 
or not an employee was working at that rate. These foremen are on salary 
ranges in which the minimum is 15% less than the mid point and the maximm 
15% above the mid point. 
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SINGLE RATES SYSTEMS 


Dis Payment for Supervisory Responsibilities 


Question: Where a separate supervisory pay differential applies, state 
the average amount of that differential over the highest paid 
employee supervised. (Respondents were asked to express the 
differential as a percentage over the rates for the highest paid 
employee supervised) 


Responses: 


Of the five organizations that reported a separate supervisory 
differential being paid, only three were able to provide single percentage 
figures on the size of those differentials. In those organizations, the 
simple average of the three supervisory differentials was 10.72. 


One other organization provided some information on the size 
of its supervisory differentials for Non-Office employees. It indicated 
that the differentials varied from 7Z to 15% depending on the bargaining 
unit that the supervisory employees fell into and the levels of employees 
supervised. 
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SALARY ADMINISTRATION IN CANADIAN INDUSTRY 
SECTION 5 
MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


Introduction 


Seventeen organizations, representing 50% of the 34 participating 
companies, reported some employees on this type of salary range. 


These ranges were defined as ones in which the maximum rate is 
attainable by all employees with sufficient service and continuing fully 
satisfactory performance. 


Highlights 


@® Fifty percent of the participating organizations reported that some of 
their employees were on salary ranges of this type. These ranges were 
found more frequently in the Office and Non-Office employment categories 
than in the other three categories identified in the questionnaire. 


@® In most cases, the salary ranges overlapped one another. That is, 
the Maximum rate of a range was generally higher than the Minimum 
rate of the next higher salary range. The range spread, that 
is the difference between the Minimum and Maximum rates of the ranges, 
averaged from 23% to 39% in the five employment categories used in the 
questionnaire. 


® The range differentials, that is the difference between the Maximum 
rate of each range and the Maximum of the next lower range, averaged 
from 6% to 14% in the five categories used in the questionnaire. 


@® This survey found no predominant practice in the internal-external 
comparisons used by companies for their rate setting. A wide variety 
of comparisons were reported by the organizations having this range 
type. 


® In the Office and Non-Office categories, progression through these 
ranges was most frequently based on fixed step rates which were 
granted one-step-at-a-time for satisfactory performance. For 
employees in the Management, Professional and Technical categories, 
the most frequent practice was for employees to receive variable 
increases within the ranges based on individual performance. 


@® Not all organizations were able to report values for the size of 
increases within the salary ranges. Where increases were based on 
fixed steps or standard increases, the average of the increases 
reported for satisfactory performance was in the area of 3%. Where 
progression through the range was on the basis of variable increases 
based on individual performance, the average of the values reported 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


Highlights (Concluded) 


for a satisfactory performance level ranged from 8% to 9%. The Bureau 
stresses that, because of the difficulty respondents stated in 
reporting such average or typical values, these results should not be 
used as precise measures of actual values. 


@ Where employees progress through the salary ranges on the basis of 
variable increases, dependent on individual performance, most organiza-— 
tions reported that they considered both the employee's assessed level 
of performance and his or her position in the salary range in 
determining the size of the in-range increases. 


@ Where these ranges applied to Technical, Office and Non-Office 
employees, the majority of responding organizations indicated that 
the range adjustments and in-range increases were separately identified 
to the employees. For organizations reporting these ranges applying 
to their Management and Professional employees, the majority of 
companies indicated that employees received a "blended" increase, 
which included both the range adjustment and the in-range increase. 


@® No consistent practices were identified in the survey on the timing 


of in-range increases and range adjustments. A wide variety of 
practices was reported by the responding organizations. 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


. Disclosure to Employees 


Question: Indicate the items of information about the salary ranges that 
are disclosed to employees. 


Responses: 
Number of Organizations by Employment 


Category 
(% of Total Orgs. With This Range Type) 


NON- 
MGT PROE eg) sTECH OFFICE OFRICE 


All ranges in all 
salary schedules - - RGU Oh sea Kis) - 
All ranges in the 
employee's salary 
schedule 2(507)4 23.0004) od ETUC 97 e957) 
The range applicable 
to the individual employee S57) aceon) a Olen ele (007) a2 100Z) 
Frequency of salary 
schedule adjustments 200074) 230007) 00 GL Aye ULC7 97) LO0(S37) 
Frequency of in-range 
increases 20507) (607) 6 0 G/ 1A) LEG 97 72100837) 
Amount of in-range 
increases ZE507 7) OC O04) OL 6) C7 9) LOGS.) 
Practices followed in 
determining salary rates 
on promotion and transfer 2(507) 93 (607,)) 4/2) 10502). 60507) 
No disclosure other than 
employee's personal rate ECZS Zee eZ02) ea) LOZ) 2( 182) 

Total Orgs. Reporting 

This Range Type : 4 5 7 14 12 


i eS 


(100Z) (100Z) (100Z) (100Z) (1002) 


Two organizations reported different practices applying to different 
groups in the Non-Office employee category. Both organizations advised that 
their Non-Office non-union employees were only advised of their individual 
salary ranges, while their unionized Non-Office employees received a wider 
disclosure. The above tabulation includes the items disclosed to both groups. 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


1. Disclosure to Employees (Concluded) 


One organization, reporting for its Non-Office employees, indicated 
that on hiring, an employee was advised of the range applying to the particular 
job. However, with the exception of cost-of-living adjustments, no further 
range data was disclosed to the employee. This organization also reported that 
each time a job vacancy was posted the applicable salary range was included 
in the information provided. The organization was tallied under the response 
"the range applicable to the individual employee". 


Another organization, reporting for its Office and Non-Office 
employees, indicated that each employee was entitled to know his individual 
range plus one range above. This organization was counted under the "all 
ranges in the employee's salary schedule" response. 


The employer shown beside the response "All ranges in all salary 
schedules", for Technical and Office employees, has a very extensive policy 
of disclosing information to its employees. 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


2 Disclosure Practices 


Question: Do disclosure practices vary between unionized and non-union 
employees? Please describe any differences. 


Responses: 


Only three organizations reported different disclosure 
practices. 


Two organizations, responding for their Non-Office employees, 
indicated that Non-Office non-union employees were only advised of their 
personal rate. To their Non-Office unionized employees, these organiza- 
tions both reported disclosure of all ranges in the employee's salary 
schedule, the individual employee's range, frequency of salary schedule 
adjustments, frequency of in-range and amount of in-range increases. 

One of the two organizations also disclosed promotion and transfer salary 
practices to its unionized employees. 


The third organization, reporting for its Office employees, 
indicated that non-union Office employees were advised of their 
individual range, the frequency of salary schedule adjustments, the 
frequency and amount of in-range increases. Its unionized Office 
employees were advised of these items and other ranges in the employee's 
salary schedule as well as practices followed on promotion and transfer. 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


Ban Range Overlap 


Question: Is the Minimum rate of a range generally higher than, equal to 
or lower than, the Maximum rate of the next lower range? 


 aokaan Number of Organizations by Employment 
Category 

(Z of Total Orgs. With This Range Type) 

NON- 
MGT PROF TECH OFFICE OFFICE 
Higher than WN saan’ € shy Se ae ae eee Oa 
Equal to ramon gy. ase eae CL Ge) eee eee res 
Lower than 4(1002) 5(100%) _6(86%) 11(79%) _9(752) 
Unable to report ee er a mer ree Gy), 

Total Orgs. Reporting 4 5 7 14 TZ 


This Range Type (100%) €1007)22.v56100Z)" =GL002)95(1.00Z) 


The organization reporting for its Non-Office employees that the 
Minimum rate of a range was generally higher than the Maximum rate of the next 
lower range, also indicated that the range spread in question 4 was 1% and the 
range differential in question 5 was 1%. 


One of the two organizations unable to report in the Non-Office 
category indicated that there was a series of step rates for each job title, 
but a hierarchy of job titles had not been established. 


62 


MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


Range Spread 


Question: Indicate the 2 spread between the Minimum and Maximum rates 
(Maximum rate over Minimum rate) of each individual salary 


range. 
Responses: 

Simple Average of Reported Values 

NON- 
MGT PROF TECH OFFICE OFFICE 
Average 7% 13O east WSK 28480 98237 ZOEe 
Highest Z £407 Sie es520m WZ 25am, we28 Zen 
Lowest 2% 35% 292% Lah BLOAT site. 

De Range Differentials 


Question: Indicate the 2% spread between the range maxima (Maximum rate of 
each range over maximum rate of next lower range). 


Responses: 
Simple Average of Reported Values 
NON- 
MGT PROF TECH OFFICE» OFFICE 
Average Z 147 dweays 97 9% 62 
Highest Z 152 132 10Z 10Z 62 
Lowest % 142 127 7% 87% 6% 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


External Comparisons 


Using the following table as a reference, indicate the relationship 
your company primarily uses in comparing its salaries to external market 


rates. 


Company Rates 


A 
Company 


Reference Point 


Minimum Rates of 
Ranges 


Median of Rates 
Actually Paid 


Mean of Rates 
Actually Paid 


Maximum Rates of 
Ranges 


Other (specify) 


Responses: 


External Rates 


B 
Measure of Market 
Rates Used 


1. First Quartile 


2. Median 


3. Mean 


4. Third Quartile 


5. Other (specify) 


C 
Market 


Reference Point 


1. Minimum Rates of 
Outside Ranges 


2. Rates Actually 
Paid 


3. Maximum Rates of 
Outside Ranges 


4. Other (specify) 


A wide variety of responses were received to this question. 
To reflect the reported practices, we have reported the results in two 


ways. 


Tabulations A, B and C which follow, show the results on the 
basis of the frequency with which the survey organizations reported 


they used particular internal and external reference points. 


However, 


we also felt it was important to identify the full pattern of intemal- 


external comparison for users of this report. 


Therefore, the 


D tabulation shows responding companies according to the full process 


of how they make their comparisons. 


indicates the variety of practices used. 
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The length of the latter table 


MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


6. External Comparisons (Continued) 


A. Company Reference Point 


B. Measure of Market Rates Used 


ir dsa  &e) fs fe 


Minimum Rates of Ranges 


Median of Rates Actually 
Paid 


Mean of Rates Actually 
Paid 


Maximum Rates of Ranges 
Other 


Total Orgs. Reporting 
This Range Type 


First Quartile 
Median 

Mean 

Third Quartile 
Other 


Total Orgs. Reporting 
This Range Type 
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Number of Organizations by Employment 
Category 


(Z of Total Orgs. With This Range Type) 


NON- 

MGT PROF Usen OFFICE OFFICE 
25 SE Re Baral sept | (82) 
C252)" °2(-407) ae3 G3 ise.) 272) 
1(257) 1 6207) 20297) 367) no (507) 
2(50Z)" 26402) rez 297m 2A) 20197) 
4 5 7 14 12 

(100%) (100%) (100%) (100%) (1002) 


Number of Organizations by Employment 
Category 


(% of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFPTCE SOE EICE 
20507) SG2CH07) Se 2292) oe 30214) ee 8Z) 
1(25Z) _2(407) 5(€71Z%) -9(64Z) _9(752) 
2(50Z) _2(40Z) _1(14Z) _2(147Z) = 
4 3) I 14 102 
(100%) (100%) (1002) (100Z) (1002) 


MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


6. External Comparisons (Continued) 


C. Market Reference Point 
Number of Organizations by Employment 
Category 


(%Z of Total Orgs. With This Range Type) 


NON- 


MGT OF TECH OFFI CEs* GEEICE 


1. Minimum Rates of 


Outside Ranges 
Rates Actually Paid 


Maximum Rates of 
Outside Ranges 


Other 


= a = 1(7Z) =_1(82) 


eee 


3(752) _4(80Z)) 7/(100Z) s10U#Z) 71587) 


2502) 220407) 520292) 4(29%) _5(422) 
1(257)2 8207 )> FELAZ) 1(72) 1(82%) 


Total Orgs. Reporting 
This Range Type 4 5 ZL 14 12 


a 


(100Z) (100Z) (1002) (1002) (1002) 


D. Full Comparison Process Used 


Number of Organizations by Employment 
Category 


(% of Total Orgs. With This Range Type) 


NON- 


MGT PROF TECH OFEICE-* OFFICE 


1. The Company compares the 

minimum rates of ranges 

paid to its own employees 

to the mean of minimum 

rates of ranges in the 

market. ~ ~ - 1(72Z) 1( 82) 
2. The Company compares the 

minimum rates of ranges 

paid to its own employees 

to the mean of maximum rates 

of ranges in the market. - - - se 1( 82) 


i 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


6. External Comparisons (Continued) 


Dem Fakt Comparison Process Used 


(Continued) 


Number of Organizations by Employment 
Category 


(% of Total Orgs. With This Range Type) 


MGT 


The Company compares the 

mean of rates actually paid 

to its own employees with 

the median of rates actually 
paid in the market. ~ 


The Company compares the 

mean of rates actually paid 

to its own employees with 

the mean of rates actually 

paid in the market. - 


a ee ee a 


The Company compares the 
mean of rates actually paid 
to its own employees with 
the third quartile of rates 
actually paid in the market. 


1(252) 


ee an ee ae en ooo 


The Company compares the 
maximum rates of ranges 
paid to its own employees 
with the median of rates 


actually paid in the market. = 


The Company compares the 
maximum rates of ranges 
paid to its own employees 
with the median of the 
maximum rates of ranges 
paid in the market. 


The Company compares the 
maximum rates of ranges 

paid to its own employees 

with the mean of minimum 

rates of ranges in the 

market. - 


PROBE ae 
1(20%) _2(29%) 
1(20%) _1(142) 

~ 1(142) 


NON- 
ORPICE. (OFFICE; 
wk 9 ke 
JORDY olaes: 
2(147) _ 
1072) _1(8%) 


VQ 57) wee C207) re ( 147) STZ) 1(82) 


Cie) 1(82) 


67 


MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


oe External Comparisons (Continued) 


D. Full Comparison Process Used 
(Continued) 


10. 


1? 


1s 


Lie 


14. 


The Company compares the 


Number of Organizations by Employment 
Category 


(Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TEGi ‘OEEICE OFFICE 


maximum rates of ranges paid 


to its own employees with 
the mean of rates actually 
paid in the market. 


The Company compares the 
maximum rates of ranges 
paid to its own employees 
with the mean of the 
maximum rates of ranges in 
the market. 


The Company compares the 
maximum rates of ranges 
paid to its own employees 
with the third quartile of 
maximum rates of ranges in 
the market. 


The Company compares the 
mid points of ranges paid 
to its own employees with 


- - 2297) as C20 2) 


a 


- - R@4Z) TBO1Z) F237) 


1(25Z) 1(20%) 2 3 a 


Seen ee 


the median of rates actually 


paid in the market. 


The Company compares the 


1(252) =sb(20Z ic 21424) = C72) 1(82) 


mid points of ranges paid to 


its own employees with the 
mean of rates actually paid 
in the market. 


The Company compares the 


10252 ),.451 C207 )pel CLAZ) EE CL) 1(82) 


—— = aS, —— a 


mid points of ranges paid to 


its own employees with the 
mean of the maximum rates 
of ranges in the market. 


1€252) 10202) _1CT42) ee £72) 1(82Z) 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


6. External Comparisons (Concluded) 


D. Full Comparison Process Used 
(Concluded) 
Number of Organizations by Employment 


Category 
(Z of Total Orgs. With This Range Type) 


NON- 
MGTAS eG PRO Reem STE CHa = OFPI CEP SOPEICE 


15. The Company compares the 
mid points of ranges paid 
to its own employees with 
the mean of mid points of 
ranges in the market. 16257) eplG202) ahi 177) 1(82) 


16. No response _ ~ - 2ACTAZ a3 (257) 
Total Orgs. Reporting 
This Range Type 4 5 i 14 ib7g 


Ee eee 


(1007) C1007) (1007) C1007) 55.( 1007) 


Several organizations listed in the above tabulations were unable 
to indicate the primary relationship the company used in comparing its 
Salaries to external market rates. Instead, they reported more than one 
comparison being made. All responses are reported. 


Several organizations indicated that, although comparisons were 
made with external rates, the most important comparison was internally with 


either unionized settlements or other internal rates in their company. 


All of the organizations shown as giving "no response" in tabulation 
D above stated that their rates were negotiated with unions. 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


pp Progression Through Ranges 


Question: Respondents were asked to indicate how employees progress 
through their salary ranges. 
Responses: 
Number of Organizations by Employment 
Category 


(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFBLCE 2 OFEICE 
Fixed step rates granted 
one-step-at-a-time for 
satisfactory performance ~ tO07)e SC43200- SC5/7) 290752) 
Fixed step rates granted 
one or more at a time 
depending on individual 
per formance - - - YN GW4S Aes ¥ A) 
Standard $ or % increases 
granted for satisfactory 
performance (no fixed 


step rates) - - ent SL) = 

Variable increases based 

on individual performance SCLOZ), eohOUL) el 4CIL es) ae CL Leet) 

Other 1€2597) sR Lk202)" pam ont  eoe - 
Total Orgs. Reporting 4 4 7 14 1 


This Range Type (100%) (100%) (100%) (100%) (1002) 


One organization, reporting an "Other" practice for its Management 
and Professional employees, indicated that these employees were on a 3 or 4 
year progression plan with a common date of increase. Employees under this 
plan were paid based on their time in the level as of the increase date. This 
company is not reported under questions 8 or 9 which follow. 


One organization is counted twice for its Non-Office employees. 
This organization indicated that its unionized Non-Office employees progress 
on a fixed step rate, granted one-step-at-a-time for satisfactory performance. 
Its non-union Non-Office employees receive variable increases based on 
individual performance. Consequently, this organization is reported under 
both questions 8 and 9, which follow. 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


Ti Progression Through Ranges (Concluded) 


One company reported that its Office employees were paid on ranges 
with fixed steps which could be granted one or more at a time depending on 
individual performance. Because of the flexibility it reported in administering 
these range increases, the Bureau decided to report this organization's 
practices under question 9, which reports on ranges with "variable progression 
through the ranges", rather than question 8 (reporting on ranges with fixed 
steps or standard increases). It was felt that more useful information on 


percentage increases for levels of individual performance could be reported 
in this way. 


The other organization that gave the same response (steps granted 
one or more at a time) under question 7 for its Office and Non-Office employees, 
specified that normal practice was to grant one~step-at-a-time for almost all 


employees. This company’s practices are reported under question 8 which 
follows. 


pee 


MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


Fixed Steps or Standard Increases 


A. Frequency of In-Range Increases 
Question: 


Where automatic progression through fixed step rates or 


standard increases applies, indicate the frequency in-range 
increases are generally granted. 


Responses: 


Number of Months 
Between Increases: 


- 6 months 
- 12 months 
- Other 


Total Orgs. Reporting 
This Range Type 


Of the five organizations 


Number of Organizations by Employment 
Category 


(%Z of Total Orgs. With This Range Type) 


MGT PROE@ 4" TECH) OFFICE OFFICE 
I a ee SCO Ceo) 
= _1(20%) _3(43%) _4(292%) _2(172%) 
Sec Clim re ie fo SU) 
4 5 7 14 12 

(400%) (100%) (100z) (100%) (2002) 


listed under "Other' for the Non-Office 


employee category, one organization indicated that its in-range increases are 


generally granted one per month for three increases. 


indicated that the frequency varied 


from between 3 to 6 months. 


Two organizations 
The fourth 


organization indicated that the rate of progression goes from 3 months at 
the beginning to 6 months and then to 12 months for their Non-Office jobs. 
The fifth company had varying progression practices for different classes of 


its Non-Office employees. 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


8. Fixed Steps or Standard Increases (Continued) 
B. Basis for Increase Calculations 


Question: Indicate how the value of the step rate or standard increase 
is determined. 


Responses: 
Number of Organizations by Employment 


Category 


(% of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFFICE (OFRICE 


% of maximum rate of 

range ~ N20) ge (AS eo) 
% of minimum rate of 

range = = ss 2 = 


emer nn 
SSS 


% of employee's current 


(former) rate - - = ROWE PATO) 
Other - - - 4(297%) ~4(6337Z) 
No response - - - ~ 2257) 


eee 


Total Orgs. Reporting 
This Range Type 4 5 7 14 2. 


(100%) (1002) (100%) (1002) (1002) 


Three of the four organizations indicating "Other" for their Office 
employees set the value of their step rates by dividing their ranges into a 
number of equal segments. 


Of the four organizations indicating "Other" for their Non-Office 
employees, three organizations indicated that the ranges were divided in a 
number of equal segments. The fourth indicated that it had no consistency in 
its range design, and that in the past, ranges were set up on an individual 
basis. This company also indicated that action was now underway to review 
the overall patter of these wage structures. 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


8. Fixed Steps or Standard Increases (Concluded) 


C. Size of Increases 


Question: 


increase between step rates for satisfactory performance. 


Responses: 


less than 32 
3% = = 52 
over 52% 

No response 


Total Orgs. Reporting 
This Range Type 


Indicate the most typical value of each standard increase or 


Number of Organizations by Employment 


Category 


(% of Total Orgs. With This Range Type) 


PROE TECH «OFFICE OFFICE 
= _1€@20%) _1044Z) _2(142%) _2(172) 
er et E42) SB OCG52) SISAY 
or ast). DICE Z), Sie eemeei (ee) 
ao eee taser es OL ees ee oes0Z) 
BAS 2 A se AT ae ge ee 

(100%) (100%) (100%) (1002) 


(1002) 


Users of this table are cautioned that many of the responding 
organizations indicated that they found it difficult to determine a typical 


value for such increases. 


Consequently, the results should not be considered 
as precise measures of actual values. 


No average values can be reported for the Professional employment 


category because less than three organizations were able to report. 


simple average values for the companies able to report are: 


Employment Category 


Technical 
Office 


Non-Of fice 
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Simple Average of 


Increases Reported 
Bie 


3.02 


ore 


The 


MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


9. Variable Progression Through Range 


A. Frequency of In-Range Increases 


Question: Where progression through the salary range is by variable 
increases dependent on the employee's performance, indicate 
the frequency in-range increases are generally granted. 


Responses: 
Number of Organizations by Employment 
Category 


(% of Total Orgs. With This Range Type) 


NON- 

MGT. PROF TECH OF EICE  OFRICE 

6 months - ~ Si Gl 25/9 Do a aD) 1(82Z) 
12 months 2(502) 2€402)) 82@297) 20147) 22( 1772) 


i ee 


Other C25 DOA) ee Cla ee hele) ~ 
Total Orgs. Reporting 
This Range Type 4 5 7 14 12 


ee 


(100%) (1002) (100Z) (100%) (10072) 


One organization reported "Other" for its Management, Professional, 
Technical and Office employees. It indicated that such employees’ in-range 
increases could be granted between 6 and 12 months. 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


a. Variable Progression Through Range (Continued) 
B. Basis for Increase Calculations 


Question: Indicate how the value of the in-range increases for varying 
levels of performance is established. 


Responses: 
Number of Organizations by Employment 


Category 


(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH UREICE SOEELCE 


% of maximum rate of 

range Bes oo ee 
% of minimum rate of 

range ee eee 
%Z of employee’s current 

(former) rate 3(752) 936607) s58 (434)) G27) 20172) 


eee SS 


Other = - iM) = AO) 1(82Z) 
Total Orgs. Reporting 
This Range Type 4 5 7 14 12 


Se eee 


(1002); -.G100Z)-  3GL00Z)oea(1007) (1002) 


One organization reported "Other" for its Technical, Office and 
Non-Office category. This organization indicated that the percent increase 
was a result of the calculation not the cause of it and that the assessed 
level of performance determined the amount of increase. 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


o7 Variable Progression Through Range (Continued) 
C. Size of Increases 


Question: Indicate the % increase for the highest level of performance, 
the lowest level of performance and an average or satisfactory 
level of performance. 


Responses: 


Simple Average of Values Reported 


NON- 
Increases for: MGT PROF TECH OFFICES OfsI CE 


- the highest level of 
performance 127 ys Wey 127 * 


- the lowest level of 


performance that merits 
an increase 27%, 27%, 2h tei % 


ee 


- an average or 
satisfactory performance 
level 87% 8% 87 87% * 


* An insufficient number of organizations were able to report values 
for the data to be published. 


Ti, 


MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


Variable Progression Through Range (Concluded) 


D. Factors Determining Increase Size 


Question: 


Indicate the factors considered in determining the amount of 


the employee's individual increase. 


Responses: 


Factors Considered: 


Assessed level of 
performance 


Length of service at 
present salary level 


Position of employee's 
salary in the salary range 


Other 


Total Orgs. Reporting 
This Range Type 


Number of Organizations by Employment 


MGT 


3(752Z) 


BUSA) 


Category 
(%Z of Total Orgs. With This Range Type) 
NON- 
PROF TECH OPE ICE S06 Ge 
3 (6027), ..4.0572). 24.0297), 3(257) 
3.1607) — 3.437) 22 3 CALZ ee 2 GLIA) 
5 i, 14 ee 
C1007) 2.61007) ==€1L007) ae er007) 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


10. Range Adjustments and In-Range Increases 


Question: Are range adjustments and the employees' in-range increases 
separately identified to the employees? 


Responses: 
Number of Organizations by Employment 
Category 

(%Z of Total Orgs. With This Range Type) 

NON- 

MGT PROF TECH] OPFICE. OFFICE 
Separately identified L257) SoA ee CLL eero ClO a) 
Blended increases SUI5Z) is (607 ecco ee a Zoe eo con) 


OT 


Total Orgs. Reporting 
This Range Type 4 5 7 14 12 


(100Z) (100Z)..(100Z) .(100Z). (1002) 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


ei Increase Timing 


Question: Where range adjustments and in-range increases are granted on 
the same date, indicate when the increases are granted. 


Responses: 
Number of Organizations by Employment 


Category 


(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFFICES OP RICE 


The same increase date 
applies to all employees 20502)' 9 2C407)9 9 1 GLa Gh 2GLLA) 
The employee's increase 


applies on his anniversary 
date 1(252) _1(20Z2) 10142) _.1(42) - 


Another practice applies VG2Z5 7) ei CcO ant Cle) en) 1(82Z) 
Total Orgs. Reporting 
This Range Type 4 2 i 14 LZ 


(100Z)"? C1007) (1007) (1007) Ci007Z) 


One organization, reporting "another practice" for all five 
categories of employees, indicated that the employee’s increase occurs on 
the anniversary date. However, this can be advanced or retarded at 
management's discretion. Also the range adjustments and in-range increases 
would be granted only when, and if, performance merits. 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


28 Increase Timing 


Question: Where range adjustments and in-range increases are granted on 
different dates, indicate when the increases are granted. 


Responses: 
Number of Organizations by Employment 


Category 
(% of Total Orgs. With This Range Type) 


NON- 
MG Tg ep EROG AG RIECH we SAOERECE 55 ORRICE: 


A. the Range adjustment 
is granted: 


- on the same date for all 

employees ~ (207) eats) LLCO AO COLe) 
- on the employee's 

anniversary date ~ ~ - - 1(82) 


a 


- another practice applies - - = - = 


a 


Total Orgs. Reporting 
This Range Type 4 5 i) 14 12 


ee 


(100%) (100%) (100%) (1002) 


B. the In-Range Increase 
is granted: 


- on the same date for all 


employees ~ = = a 1(8%) 
- on the employee's 

anniversary date - C207) 65 (497) er (507) 4337) 
- another practice applies - ~ LCI4ZY= 40297): 4 (332) 


ee 


Total Orgs. Reporting 
This Range Type 4 5 7 14 dip 


(100Z) (100Z) (100%) (1002) 
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MINIMUM TO NORMAL MAXIMUM SALARY STRUCTURES 


2: Increase Timing (Concluded) 


One organization reporting "another practice" for its Office and 
Non-Office employees indicated that these employees proceeded on step rates 
from the date of entry to the position. These employees would reach the job 
rate in one year or less, and following that, there would be uniform annual 
increases. 


Another organization, reporting for its Technical, Office and 
Non-Office employees, indicated that the in-range increase was granted based 
on the length of time on the job. A third organization, reporting for its 
Office and Non-Office employees, stated that in-range increases were strictly 
an individual matter and were granted throughout the year. 


A fourth company, reporting for its Office employees, indicated that 
the in-range increases were granted on the anniversary date of the signing of 
the legal contract. A fifth organization indicated that the in-range 
increases for its Non-Office employees were awarded based on performance 
within guidelines. That is, although the steps were fixed, the in-range 
increase could be granted at variable intervals dependent upon performance. 
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SALARY ADMINISTRATION IN CANADIAN INDUSTRY 


SECTION 6 
MINIMUM — NORMAL MAXIMUM - MERIT MAXIMUM SYSTEMS 


Int roduction 


With 29 companies, 85% of the total participants, reporting this 


type of range for some or all of their employees, this was the most popular 
pay system. 


These salary ranges have a defined intermediate rate between the 


Minimum and the Maximum, the Normal Maximum, beyond which the satisfactory 
performer generally may not proceed. The Maximum rate is usually attainable 
only by superior or outstanding performers. 


Highlights 


Of the participating companies, 85% had some employees on this type of 
pay system. 


In all cases, companies reported that the salary ranges overlapped. 
That is, the Maximum rate of each range was higher than the Minimum 
rate of the next higher range. 


The Normal Maximum rate, that is the rate that all employees could 
expect to attain on the basis of length of service and fully satisfac- 
tory performance, was most frequently reported as being located at 

the mid point of the companies’ salary ranges. However, in each of 

the five employment categories, more than 45% of the companies with 
this range type reported that their Normal Maximum rates were above the 
mid points of the ranges. 


Where companies identified a separate Control Point, that is a rate 
between the Minimum and the Merit Maximum used to construct the salary 
range, in about half of the organizations in each employment category 
the Control Point and the Normal Maximum rates were the same. Where 
the Control Point was different, it was most frequently located at the 
mid point between the Minimum and Maximum rates, with the Normal 
Maximum rate being at a higher level. 


The range spread, that is the difference between the Minimum and Merit 
Maximum rates in the ranges, waS reported as averaging from 39% to 462% 

in the five employment categories. A significant number of organizations 
reported a constant percentage spread for all levels with ranges of 

this type. Most frequently, these organizations reported a spread of 

50% from Minimum to Merit Maximum. 
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MINIMUM — NORMAL MAXIMUM — MERIT MAXIMUM SYSTEMS 


Highlights (Concluded) 


@® The range spread as calculated from Minimum to Normal Maximum averaged 
from 22% to 26Z in the five employment categories. 


@ The range differentials, that is the difference between the Normal 
Maximum or Control Point rates of one range and those same rates of 
the next lower range, were reported as averaging from 8% to 10.6% in 
the five employment categories. 


@ A wide variety of practices were reported by companies in making their 
internal-external comparisons. No predominant practice was identified. 


@® In most cases, progression of employees through these salary ranges is 
on the basis of variable increases determined by individual employee 
performance. 


@ While most companies look at the employee's assessed level of perfor- 
mance and the position of his current salary in the salary range, a 
significant number of organizations also reported considering the 
employee's length of service as a criterion for determining the size 
of salary increases within ranges of this type. Im all cases, 
companies reported that the primary basis for progression by an 
employee above the Normal Maximum rates of their ranges was above 
average performance. However, a significant number of responding 
organizations also indicated that their policies had flexibility to 
meet particular problem situations and that progression beyond the 
Normal Maximum rates in some instances might be based on market 
considerations, such as recruiting and retention considerations. 


@ The most frequent practice in ranges of this type was for companies to 
grant a "blended increase", in which they did not separately identify 
to the employees the in-range increase from the overall range adjust- 
ment. 


@® With respect to salary budget control systems, the most frequently 
reported system was the use of compa-ratios (actual salaries as percent 
of Normal Maximum rates) as the control mechanism. 


@ While a significant number of organizations were unable to report on 
their distributions of employees within the salary ranges, the result- 
ing data indicate that, on average, the responding firms paid, in the 
five employment categories, between 23% and 372 of their employees 
above the Normal Maximum rates of their salary ranges. 
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MINIMUM — NORMAL MAXIMUM - MERIT MAXIMUM SYSTEMS 


ie Disclosure to Employees 


Question: Indicate the items of information about the salary ranges that 
are disclosed to employees. 


Responses: 
Number of Organizations by Employment 


Category 
(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF JEG OERICE  COEEICE 


All ranges in all salary 

schedules DC19%) weoGli2A)s 2097) 3(142) - 
All ranges in the 

employee's salary schedule 6(237)82 56207) M1KS2) 4187) 1'C25Z) 
The range applicable to 

the individual employee UEGOS A) 1/4687) 00> (682). 1S 597) 257) 
Frequency of salary 

schedule adjustments 16(627)2 150607) R12 6502) M507) 74 24607) 
Frequency of in-range 

increases 130507) 126487) 298 (3074)89 91041 7)912 (507) 
Amount of in-range 

increases 101G87) 749167) 860272) 602772) 254) 
Practices followed in 

determining salary rates 


on promotion and transfer U2(462) 110447) 8(36Z)" 722) o 

No disclosure other than 

employee's personal rate 5 (197) OCZA Le (527) eo C307) 20007) 
Total Orgs. Reporting 26 2 Vag Japs 4 
HINES Jeeta so USA (100%) (100%) (100%) (100%) (100%) 


Most responding organizations indicated that more than one response 
applied to their disclosure practices. 
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MINIMUM - NORMAL MAXIMUM - MERIT MAXIMUM SYSTEMS 


1. Disclosure to Employees (Concluded) 


Again the Bureau adopted the strictest interpretation of the first 
response "All ranges in all salary schedules". Thus, the organizations shown 
beside this response have a very extensive information dissemination policy. 


Four companies whose responses are shown beside the first response 
above indicated that, while their information was not actively communicated 
to employees, it was readily available should the employee request it. One 
of these four organizations indicated that the information was available in a 
personnel manual which was accessible to all staff. 


Nine companies indicated that supervisory discretion to varying 
degrees limited the disclosure. One company, reporting ''No disclosure other 
than employee's personal rate" for its Management employees, indicated that 
each division had the option of disseminating information on the individual 
employee's range to each employee. A second organization reported that 
information on the frequency of in-range increases could be communicated by 
the employee's supervisor. One organization, whose normal policy was "No 
disclosure other than employee's personal rate', reported that Management 
positions with employee management responsibilities would receive all 
pertinent salary range and job level information for the individuals reporting 
to the position. One organization reported that each employee was entitled 
to know his own range plus the one immediately above his range. Another 
organization reported that the amount of information disseminated increased 
with higher levels of Management. Two organizations reported increased 
communication when employees in a particular category were in supervisory 
positions. One organization reported extensive disclosure for its middle 
and lower level Management and Professional employees with less disclosure 
for its higher level Management and Professional employees. One company 
reported that salary schedule information was restricted to members of 
personnel management and those in the organization's audit function. 
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MINIMUM - NORMAL MAXIMUM - MERIT MAXIMUM SYSTEMS 


2% Disclosure Practices 


Question: Do disclosure practices vary between unionized and non-union 
employees? 


Responses: 


Of the 29 organizations with this range type, only eight (282) 
had unionized employees on this pay system. Of the eight companies, 
only three (38%) reported that there was a difference in disclosure 
practices between unionized and non-union employees. 


The three organizations reported that, while unionized employees 
have a copy of the collective agreement showing all clauses negotiated, 
non-union employees do not have access to similar information relating 
to their positions. 
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a. 


MINIMUM - NORMAL MAXIMUM —- MERIT MAXIMUM SYSTEMS 


Range Overlap 


Question: Is the Minimum rate of a range generally higher than, equal to 
or lower than the Maximum rate of the next lower range? 
Responses: 


Number of Organizations by Employment 
Category 


(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OPELCE | OFFICE 
Higher than 


Equal to 


Lower than 26( 1004) 25 (10027) 221002), 2201007) 4.01007) 
Total Orgs. Reporting 


This Range Type 26 70) 22 22 4 


(1007) (1002) (1002) (1002) (1002) 
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MINIMUM - NORMAL MAXIMUM - MERIT MAXIMUM SYSTEMS 


Ae Position of Normal Maximum 


Question: Indicate the most frequently occurring position of the Normal 
Maximum in the salary ranges. (Respondents were asked to 
report the "percentile" of the Normal Maximum rate.) 


The following definitions were given in the questionnaire: 


- A "percentile" means 17% of the difference between the Minimum rate 
and the Maximum rate of a salary range. Thus, the "60th percentile" 
is 60% of the way up the range from the Minimum. The 50th percentile 
is the mid point between the Minimum and Maximum. 


- A "Normal Maximum" is the rate attainable by employees in a salary 
range based on length of service and continuing fully satisfactory 


performance. 
Responses: 
Number of Organizations by Employment 
Category 
(%Z of Total Orgs. With This Range Type) 
Percentile Position NON- 
of Normal Maximum: MGT PROF TECH SS OER TCESTOFEICE 
- Below 50th - 1(42) 1052) 152) o- 
th 
- 50 13'50%)) TIN44EZ) VOC45 2) W502) 16252) 
1E th 
er5i +e tor 59 CGD) WO AOA) AIO 1 OS9) 
th 
- 60 GRU tel SPIO) IS OBy a) el OWAO Yui @si ys) 
ie th 
Bolas om HENRY NODE) S90) GS) = 
th 
- Above 70 1(42) na) 2(92Z) 2(92%) = 


eee 


Total Orgs. Reporting 
This Range Type 26 25 22 22. 4 


(10027) (1002) ~ G00Z) > (1002); 5 (1007) 


One organization reported twice for its Technical employees. For 
those Technical employees on the company's "management" pay system, the Normal 
Maximum was found at the 50th percentile; for its other Technical employees, 
the Normal Maximum was located between the 51st and 59th percentile. Both 
values are counted in the above table. 
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4. Position of Normal Maximum (Concluded) 


Two organizations reported that the position of Normal Maximum for 
their employment categories was variable. One of these reported that the 
position was variable depending upon market conditions. The other stated that 
the position varied depending upon the level of the job, with a low level 
job having its Normal Maximum rate at a significantly higher percentile 
position than does a higher level job. 
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a Position of Control Point, If Applicable 


Question: Where a separate Control Point is identified, in addition to a 
Normal Maximum rate, indicate the most frequently occurring 
position of the Control Point in the salary ranges. (Where the 
Control Point was different than the Normal Maximum, respondents 
were asked to report the "percentile" position of the Control 
Point.) 


The following definitions were given in the questionnaire: 


- A "percentile" means 127 of the difference between the Minimum rate and 
the Maximum rate of a salary range. Thus, the "60th percentile" is 
60Z of the way up the range from the Minimum. The 50th percentile is 
the mid point between the Minimum and Maximum. 


- A "Control Point" is a rate in a salary range between the Minimum and 
the Merit Maximum upon which the range is constructed and upon which 
range adjustments are based. 


Responses: 
Number of Organizations by Employment 


Category 
(% of Total Orgs. With This Range Type) 


NON- 
MGT. PROF TECH OFFICE. Ore rce 

Control Point Same as 
Normal Maximum 13(50Z) 220487)" TEOO7)" FAC64 P= 2507) 
Control Point Different 
Than Normal Maximum and 

—- Below 5On percentile 1(4Z) 1(4Z) - ~ ~ 

emAt Sot! Percentile 12(46Z) 12(48%) 11(50%) 8(36%) _2(50Z) 


Total Orgs. Reporting 
This Range Type 26 25 22 22 4 


(100Z) (1002) (10027) (100%) (1002) 


The organization, which in question 4 reported that it had a 
different position for its Normal Maximum for two different groupings of its 
Technical employees, reported under question 5 that the Control Point, in each 
case, was at the same point as the Normal Maximum rates. Therefore, the 
company is counted only once under question 5, while it was counted twice 
under question 4 (to reflect two different practices). 
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6 A. Range Spread - Minimum to Merit Maximum 


Question: Indicate the %Z spread between the Minimum and Merit Maximum 
rates (Merit Maximum rate over Minimum rate) of each 
individual salary range. 


Responses: 


I. Averages of All 
Responses 


Average Z 
Highest Z 


Lowest 7% 


Simple Average of Reported Values 


NON- 
MGT PROF JE CHS OFP] CESOEEICE 


eee -OlT 
a 
a ee_-- 


Within the Technical employee category, one organization reported a 
differing percent spreads for two different groupings of its Technical 
employees. Both values have been recorded in the above tabulation. 


The values reported under this question indicated that it is a 
common practice for organizations to have a constant spread between Minimum 
and Merit Maximum rates for all ranges under this type of pay structure. A 
50% spread from Minimum to Merit Maximum was the most popular. The following 
tabulation presents some information on the size of the range spreads in those 
organizations reporting constant percentages for all ranges of this type in 


the employment categories. 


II. Organizations With 
Constant Percentage 


Spread for All Levels 
Constant Spread of: 

- 30% to 397 

- 402 to 497 

- 502 

= 512 to 597 

- 602 to 692 

Not Constant Spread 


Total Orgs. Reporting 
This Range Type 


Number of Organizations by Employment 
Category 
(% of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFRICE. tOFEICE 


NGO) SK@vsa yy INR) IAG) 


en 


1(42) 2 (82) 1(52)) 2092) ECZ52) 


ee 


16.0627) 419.0527) LO Choe )aw0 C270) ie LCZ52) 


CEE ee nT, 


2(8Z) 2(82) 2(92) 2(92) L257) 


ACID 297 5202)" 6C272)-2 C232) Lee) 


ee ee 


i 


(100%) (100%) (100%) (100%) (1002) 
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6 B. Range Spread - Minimum to Normal Maximum 


Question: Indicate the % spread between the Minimum and Normal Maximum 
rates (Normal Maximum over Minimum rate) of each individual 
salary range. 


Responses: 
Simple Average of Reported Values 
NON- 
MGT PROF TECH OFFICE OFFICE 
Average Z% 20.3 ZO Co eee DO 
Highest 7% W267 25890 26 GB gyn 26.60, 
Lowest Z% ? 26.0 Ze 25 21.16 24.6 


Se UE ESEanne eee eeeenetin  n 


Within the Technical employment category, one organization reported 
differing range data for two different groups of its Technical employees. 
Both values have been recorded above. 
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7 A. Range Differentials at Normal Maximum Rates 


Question: Indicate the Z spread between the range Normal Maxima (Normal 
Maximum rate of each range over Normal Maximum rate of next 
lower range). 


Responses: 
Simple Average of Reported Values 
NON- 
MGT PRO TE OFEICE™ TOFEICE 
Average Z 9.2 a Jiez 922 8.0 
Highest 2 gees 10.6 LOo LES2 8.4 
Lowest Z% Sik 8.0 cay 8.0 Let 


ee CS 


Not all respondents were able to report under this question. Of 
the six organizations not reporting range differential data for their 
Management category employees, all reported that the employees were on a 
dollar per point system. This made calculation of range differentials 
difficult. Of the 20 organizations reporting values under this question, 
four (20%) reported a constant percent spread between range Normal Maxima. 


Of the six organizations unable to report for their Professional 
employees, five indicated they were under a dollar per point system. The 
sixth organization indicated that each individual range was set based on 
market conditions and that data was unavailable on differentials. Of the 19 
organizations reporting values, five (26%) organizations reported a constant 
range differential between Normal Maxima for their Professional employees. 


Of the four organizations unable to report data for their Technical 
category employees, two indicated that their Technical employees were on a 
dollar per point system. The other two reported that ranges were set 
individually based on market conditions and they were unable to provide data 
on differentials. One other organization, while indicating that the data 
varied by location, was able to provide values and these have been included 
in the above tabulation. Of the 18 organizations providing data, eight (447) 
indicated that there was a constant spread between the range Normal Maxima 
for their Technical employees. 
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1 Bs Range Differentials at Normal Maximum Rates (Concluded) 


Under the Office category only one company was unable to report. 
However, a further two organizations, that did provide data which is included 
in the above table, indicated that there was considerable variance between 
locations. Another organization provided a rough estimate of the differentials. 
These are also included in the above table. Of the 21 reporting organizations, 
eight (382) reported a constant spread between range Normal Maxima for their 
Office employees. 


Of the four organizations reporting employees under the Non-Office 


category, three (75Z) indicated that there was a constant spread between range 
Normal Maxima. 
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reas Range Differentials at Control Points 
Question: Where a separate Control Point is identified, indicate the Z 


spread between the range Control Points (Control Point of 
each range over the Control Point of the next lower range). 


Responses: 


Simple Average of Reported Values 


NON- 
MGT PROF CH OFEIGE’ *OFEICE 

Average Z 9.8 9.2 10.0 10.6 * 
Highest Z% L1:0 LO. LOT 125.2 * 
Lowest % 9a 8.4 9.7 9.8 * 

Total Orgs. with 

Control Points Separate 

From Normal Maximum 15 13 1 8 2 


a 


* An insufficient number of organizations were able to report values for 
the data to be published. 


Not all organizations were able to report data under this question. 
Of the six organizations unable to report a differential between Control 
Points for their Management employees, three indicated that this was because 
such employees were on a dollar per point system. Of the seven organizations 
reporting values, one (14%) indicated that there was a constant differential 
between Control Points. This organization reported that the spread between 
range Normal Maxima varied. Of the remaining six organizations, all indicated 
that the spread between range Control Points was identical to the spread 
between range normal maxima. 


In the Professional category, three of the six organizations unable 
to report indicated that each job had its own range. Thus, calculation of 
the differentials would be a major task. Of the seven organizations report- 
ing, two indicated a constant percentage difference between range Control 
Points. One of these organizations indicated that the differential between 
range Normal Maxima was identical to that between range Control Points. The 
second organization indicated that the differentials between Normal Maxima 
and Control Points were different. The remaining five reporting organizations 
indicated an identical percent spread between range Control Points and 
between range Normal Maxima. 
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a Be Range Differentials at Control Points (Concluded) 


In the Technical category, of the four organizations unable to 
report on percent spread between range Control Points, two indicated that it 
was because the jobs each had separate salary ranges. The third company 
stated that it was unable to report because of varying schedules by location. 
Of the seven reporting organizations, four indicated a constant spread 
between range Control Points. Three of these four organizations indicated 
that the differential between Control Points was identical to the spread 
between range Normal Maxima, while the fourth indicated different spreads 
between these points. 


Two organizations were unable to report on their Office category. 
Of the six reporting, three indicated a constant spread between range Control 
Points. All six organizations indicated that the spread between range Control 
Points was identical to the spread between range Normal Maxima. 


There were only two organizations that reported under the Non-Office 
category. Average values cannot be published to preserve confidentiality. 
In both cases, there was a constant spread between range Control Points, 
which was the same as the differential between range Normal Maxima. 


oF: 
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Range Construction 


Question: Respondents were asked to describe the normal method they use to 


construct salary ranges. 


Responses: 


The Bureau received a wide variety of responses to this 
question. In general, however, a pattern was followed, with variations 
applicable to each company. That pattern is described below. 


1. Establishment of a Policy Line 


A policy line is established using a number of methodologies. 
To generalize, these involved collecting external market data and taking 
either a composite average of this data or a particular point within the 
data received from the outside to develop an internal policy curve. 
Also considered, in developing this internal policy curve, would be such 
elements as the external recruiting market, profitability of the firm 
and the company's particular pay objectives. In other instances, this 
policy line is developed largely on the basis of internal relativities, 
sometimes with unionized settlements. One company reported that its 
non-union employees’ policy line was established mathematically from the 
union settlement. 


2. Set a Mid Point 


The mid point in dollars is generally determined by relating 
the job evaluation plan to dollars on the salary curve. This relativity 
may be by points, for those organizations having a point rating plan, or 
by classification job band for other organizations. When the mid point 
is established it is usually for convenience called the "100%" point. 


3. Establishing a Minimum 

The Minimum is established by taking a percentage or a dollar 
reduction from a mid point. Some organizations reported that this 
calculated value was rounded. 


4. Establishing a Maximum 


The Maximum is calculated as a percentage or dollar increase 
from the mid point. It may be rounded as well. 


5. Performance Bands 
Superimposed upon this salary structure in most instances were 
the performance appraisal banding systems established and utilized by 


the company. They were mathematically calculated to fit within the 
Minimum to Maximum points of the established salary band. 
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Range Construction (Concluded) 


However, depending upon the number of performance appraisal bands, it 
was in many instances necessary to place the mid point of this salary 
band at the centre of the fully satisfactory performance appraisal band. 
In these instances the Normal Maximum is the top of the fully satisfac- 
tory performance band and the original mid point becomes what the Bureau 
calls a Control Point. 


As another variation, one organization, reporting for its 
unionized Office employees, indicated that with the commencement of union 
activity it became normal practice to negotiate percentage increases for 
each point in the ranges, that is the Minimum, Normal Maximum and Merit 
Maximum rates. 
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External Comparisons 


Question: Using the following table as a reference, indicate the relation- 


ship your company primarily uses in comparing its salaries to 
external market rates. 


Company Rates 


A 
Company 


Reference Point 


Minimum Rates of 
Ranges 


Median of Rates 
Actually Paid 


Mean of Rates 
Actually Paid 


Normal Maximum 
Rates of Ranges 


In-Range Control 
Point 


Merit Maximum 
Rates of Ranges 


Other (specify) 


Responses: 


External Rates 


B 


Measure of Market 


Ls 


Rates Used 


First Quartile 


Median 


Mean 


Third Quartile 


Other (specify) 


C 
Market 
Reference Point 


1. Minimum Rates of 
Outside Ranges 


2. Rates Actually Paid 


3. Maximum Rates of 
Outside Ranges 


4. Normal Maximum Rates 
of Outside Ranges 


5. Merit Maximum Rates 
of Outside Ranges 


6. Other (specify) 


A wide variety of responses were received to this question. To 
reflect the reported practices, we have reported the results in two ways. 


Tabulations A, B and C which follow, show the results on the 
basis of the frequency with which the survey organizations reported they 
used particular internal and external reference points. However, we 
also felt it was important to identify the full pattern of internal- 


external comparison for users of this report. 


Therefore, the D tabula- 


tion shows responding companies according to the full process of how 
they make their comparisons. 
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External Comparisons (Continued) 


A. Company Reference Point 


1. Minimum Rates of 
Ranges 


2. Median of Rates 
Actually Paid 


3. Mean of Rates 
Actually Paid 


4. Normal Maximum 
Rates of Ranges 


5. In-Range Control 
Point 


6. Merit Maximum Rates 
of Ranges 


7. .O0ther 
8. Unable to report 


Total Orgs. Reporting 
This Range Type 


Number of Organizations by Employment 
Category 


(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFRI CE -OFFEICE 


eS 


eee 


D357) 9362) 71327), 5237 ne (25) 


TEECA 279302) a 1 327) 1327) C257) 


60237) 7 6(242) 211327) 1322) 20607) 


Sennen, ee ee eee 


= = 1052) 2 (92) = 


ee 


(100Z) (100%) (1002) (1002) (1002) 
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External Comparisons (Continued) 


B 


C. 


Market Reference Point 


First Quartile 
Median 

Mean 

Third Quartile 
Other 


Unable to report 


Total Orgs. Reporting 
This Range Type 


Minimum Rates of 
Outside Ranges 


Rates Actually Paid 


Maximum Rates of 
Outside Ranges 


Normal Maximum Rates 
of Outside Ranges 


Merit Maximum Rates 
of Outside Ranges 


Other 


Unable to report 


Total Orgs. Reporting 
This Range Type 


- Measure of Market Rates Used 


Number of Organizations by Employment 
Category 
(% of Total Orgs. With This Range Type) 
NON- 
MGT ~-PROE- > LECT CFR Ite Cee ce 


OL (4 2) yy ee ee eee 2 ee ee 
15(58%) 15(60%) 15(68%) 14(64%) _2(502) 
A1(422) _9(36%) _6(27%) _6(27%) _2(502) 
NAGA) MELAS es 
oo Seg Oe Oe ae eee 
26tdie (25 h22 Novag 2 2iee tie 
(100%) (100%) (100%) (100%) (1002) 


Number of Organizations by Employment 


Category 
(%Z of Total Orgs. With This Range Type) 
NON- 
MGT .EROE 2g TECH OFF LCE © OPEICE: 
190732)" 190/62) 7160732) 150682) esti.) 
SUB IZ). °6( 242) “6 E272) * 5257) 152) 
- ~ 1(52Z) 2(92) - 
26 Pde" 22 22 4 
(100Z) (100%) (100%) (1002) (1002) 
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External Comparisons (Continued) 


D. Full Comparison Processes 
Used 
Number of Organizations by Employment 
Category 


(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFPICE” OFFICE 


1. Company compares the median 

of rates actually paid to 

its employees with mean of 

rates actually paid in the 

external market. - ~ - 1(52Z) ~ 
2. Company compares the mean 

of rates actually paid to 

its employees to the median 

of rates actually paid in 

the external market. 1(4Z) 1(4Z) - - 


3. Company compares the mean 
of rates actually paid to 
its employees to the mean 
of rates actually paid in 
the external market. 6( 2370 eo (247) 6256232) 4067) 10257) 


Se, 


4. Company compares the mean 
of rates actually paid to its 
employees to the mean of the 
normal maximum rates of 


ranges in the external 
market. 1(4%Z) _1(4%) _1(52) = z 


CE 


5. Company compares the mean 
of rates actually paid to 
its employees to the third 
quartile of rates actually 


paid in the external 
market. 3(12Z%) 3(12Z) 2(9%) Leas - 


6. Company compares the normal 
maximum rates of its own 
ranges to the mean of rates 


actually paid in the 
external market. SUL mele) OC 142) «3 GAZ - 


— eee SS 
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9. External Comparisons (Continued) 


D. 


Full Comparison Processes Number of Organizations by Employment 


Used (Continued) Category 


10. 


1g 


12+. 


(% of Total Orgs. With This Range Type) 


NON- 
Mol)” = EROE.  {ECHT “SCEBICE = CrErce 


Company compares the normal 
maximum rates of its own 
ranges to the mean of the 
normal maximum rates of 


ranges in the external 

market S(127) 9 B12 7) 24 CIS Ze es e147) - 
Company compares the normal 

maximum rates of its own 

ranges to the third quartile 

of rates actually paid in 

the external market. 1(4Z) 1(42) - - - 
Company compares the normal 

maximum rates of its own 

ranges to the "top quarter" 

of rates actually paid in 

the external market. 1(4Z) 1(42) - - - 
Company compares the normal 

maximum rates of its own 

ranges to the third quartile 

of the normal maximum rates 

of ranges in the external 

market. BCISZ) se C22) Leo) 2(92%) CZ) 
Company compares an in- 

range control point of 

its own ranges to the 

median of rates actually 

paid in the external 

market. daciwe bss el OR) ee the oer 


Company compares an in- 
range control point of 
its own ranges to the 

mean of rates actually 


paid in the external 
market. ACE5Z) “4 (167) 40182) | 4182) 152) 


Ee EE ooo 
ee,  — 
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9. External Comparisons (Concluded) 
D. Full Comparison Processes Number of Organizations by Employment 
Used (Continued) Category 


(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF WECH: OFGI CE OFEICE 


13. Company compares an in- 

range control point of 

its own ranges to the 

third quartile of rates 

actually paid in the 

external market. BiCI27) 8 93 6127) ae C147) ees GLa 41 C257) 
Organizations unable 
to report. = - CSA) 2(9Z) - 


eS 


Total Orgs. Reporting 
This Range Type 26 25 22 22 4 


(100Z) (100Z) (100Z) (1002) (1002) 


Several organizations reported more than one response to this 
question for the same employment categories, indicating that more than one 
relationship was considered of primary importance. All such responses are 
counted in the above tabulation of the responses. 


Two organizations were unable to respond to this question for certain 
categories of their employees. One of these two, reporting on its Technical 
and Office employees, stated that salaries were related mathematically to 
unionized settlements within the same company. A second organization 
indicated that its Office employees were matched exactly to the pay ranges 
found in its parent company. 


Several companies indicated that their responses to this question 


were flexible guideline comparisons in that the process of comparing 
internal salaries to external market rates was more an art than a science. 
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EO. Progression to Normal Maximum 


Question: Indicate how employees progress through their salary ranges 
to the Normal Maximum rates. 


Responses: 


Number of Organizations by Employment 
Category 


(% of Total Orgs. With This Range Type) 


NON- 

MGT PROF TECH OFFICE “OFFICE 
Fixed step rates granted 
one-step-at-a-time for 
satisfactory performance 3(12Z7) »3C127) er4€88h) eh 6237)" 10257) 
Fixed step rates granted 
one or more at a time 
depending on individual 
performance - - ~ 1(52Z) - 
Standard $ or Z% increases 
for satisfactory perfor- 
mance (no fixed step rates) - - - 2(92%) - 
Variable increases based 
on individual performance 23(88%) 22(88Z%) 18(82Z) 15(68Z%) 3(752) 


Leeann ee a eee 


Other - - ECS) Loe) - 
Total Orgs. Reporting 
This Range Type 26 25 Zin Ze 4 


See ee eee 


(100Z) - (100%). (1002) . (1002) (1002) 


One organization reported twice under the Technical employment 
category. It indicated that, for its employees within the Technical category 
paid on its "management" pay system, increases were variable based on 
individual performance. For its other Technical employees, the response 
was "fixed step rates granted one-step-at-a-time for satisfactory performance". 


One organization indicated an "Other'' response for its Technical 
and Office employees, It reported that both the increase and the interval 
between increases were variable based on individual performance and position 
in the range. 
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10. Progression to Normal Maximum (Concluded) 


Two organizations reported twice for their Office employees. One 
company stated that, for its lower level Office employees, the method of 
progression was fixed step rates granted one or more at a time depending upon 
individual performance. For its higher level Office employees, progression 
was by variable increases based on individual performance. The second 
organization indicated that progression from the minimum to the mathematical 
mid point of the range was by fixed step rate. From the mid point of the 
range to the Normal Maximum, merit was considered in granting these steps. 


One company reported for its Management, Professional, Technical 
and Office employees that progression was by variable increases based on 
individual performance. However, it also indicated that university and 
community college graduates join their organization on a 4-year progression 
plan with adjustments tied to individual performance and the market. 


Another company reported variable increases based on individual 
performance for its Management, Professional and Technical employees. In 
addition, a separate salary plan exists for non-administrative graduate 
engineers, computer systems analysts and computer programmers. These 
employees on entry are placed on a two-year merit progression plan which 
gives each employee merit increases and scheduled promotions. 
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ry, Fixed Steps or Standard Increases to the Normal Maximum 


A. Frequency of In-Range Increases 


Question: Where automatic progression through fixed step rates or 


standard increases apply up to the Normal Maximum Rate, 
indicate the frequency in-range increases are generally 


granted. 
Responses: 
Number of Organizations by Employment 
Category 
(% of Total Orgs. With This Range Type) 
NON- 
Number of Months Between MGT PROF CH OFFICE OFFICE 
Increases: 
- 6 months 1(42) 1(42) JCLA Aaa G2 oie ao) 
- 7 to 11 months - ~ - TCSZ) - 
- 12 months 2(8Z) 2(82Z) 1(52Z) ~ - 
- Variable - ~ ~ 2(9Z) - 


Total Orgs. Reporting 
This Range Type 26 2) 22 Ze 4 


eee 


(100%) (1002) (100%) (100%) (1002) 


The responses under this question should be considered in 
conjunction with the responses to question 12. Organizations reporting 
fixed step rates or standard increase progression to the Normal Maximum 
responded under question 11. The practices of those with variable 
progression to the Normal Maximim are reported under question 12. 


Under the Office employment category, one organization is counted 
twice. This organization grants increases every 6 months up to a certain 
point in each range. After reaching this in-range point, the increases are 
granted based upon merit. Thus, this organization is tallied once under 
"6 months" and once under "variable". One other organization reported under 
"variable" indicated that the increases are granted at either 6 or 12 month 
intervals. 
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ii: Fixed Steps or Standard Increases to the Normal Maximum (Continued) 
B. Basis for Increase Calculations 


Question: Indicate how the value of the step rate or standard increase 
is determined. 


Responses: 
Number of Organizations by Employment 


Category 


(Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFEICEOFEICE 


% of Normal Maximum 

rate Caz) TAZ) 2(9Z) 3(1472) ~ 

% of Merit Maximum 

rate Pe Se Se BEBE Se ® ae 
% of Minimum rate 

of range = 2 = = - 

%Z of employee's 

current (former) rate 1(42Z) 1(4Z) LCS) 2(9Z) 1257) 


a 


Other 1(42) 1(42) 1(52Z) 2(92Z) = 


Total Orgs. Reporting 
This Range Type 26 25 bps 22 4 


C1007) GL00Z) = 5 GL007) = 3GLOO7,)s =GL007) 


All organizations shown as responding "Other" reported a standard 
dollar amount for increases. 
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Lis Fixed Steps or Standard Increases to the Normal Maximim (Concluded) 


C. Size of Increases 


Question: Indicate the most typical value of each standard increase or 
increase between step rates for satisfactory performance. 


Responses: 
Number of Organizations by Employment 
Category 
(Z of Total Orgs. With This Range Type) 
NON- 
MGT PROF fECH OFFICE, -OBRIGE 
0Z - 62 2(82%) 2(82Z) SCI4Z). 1 SCZ32)°" PC252) 
17%, = 12) 2% = - 1(54) = ~ 
Standard $ increase 1(4Z) 1(4Z) C72) 2(9%) - 


a 


Total Orgs. Reporting 
This Range Type 26 25 ap 22 4 


eee 


(400%) (100%) _ (1002) G007). cc G1007) 


One organization is reported twice under the Technical category. 
This organization reported two typical values of standard increases. The 
typical value for one group of its Technical employees fell within the 0Z to 


6% range, while the typical increase for the other grouping was within the 
7% to 12Z% range. 
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IZ. Variable Progression to the Normal Maximum 


A. Frequency of In-Range Increases 


Question: Where progression through the salary range is by variable 
increases dependent on the employee's performance up to the 
Normal Maximum rate, indicate the frequency in-range increases 
are generally granted. 


Responses: 
Number of Organizations by Employee 


Category 


(% of Total Orgs. With This Range Type) 


NON- 
MGT. PROF TECH UFEICE Ore ICE 


Number of Months Between 


Increases: 
~ 6 months See Sr ice 0 Mee SUE!) OMAN 
- 7 to 11 months PL CGZ TAZ) 2097) ed B22 ie 
- 12 months 16(62%) 14(56%) 10(45%) _2(9%) _1(252) 
- Variable 6(23%2) _7(28%) _7(32%) _6(27%) _2(502) 


ee eee 


Total Orgs. Reporting 
This Range Type 26 25 22 22 4 


(100Z) (100Z) (1002) (100Z) (1007) 


The responses to this question should be read with the responses to 
question 11. In question 11, practices applying in organizations reporting 
fixed or standard progression to the Normal Maximum are reported. In this 
question, those with variable progression to the Normal Maximum are reported. 
Note that in the Office category one organization is reported twice. Its 
lower level Office employees are reported under question 11 and its higher 
level Office employees are counted in the responses to this question 12 above. 
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URSA Variable Progression to the Normal Maximum (Continued) 
B. Basis for Increases Calculations 


Question: Indicate how the value of the in-range increases for varying 
levels of performance is established. 


Responses: 
Number of Organizations by Employee 


Category 
(%Z of Total Orgs. With This Range Type) 


NON- 
MGT. PROF cE OFFICE “OEFICE 
%Z of Normal Maximum 
rate B(127) FBC12 7) 42097) 2(9Z) - 
% of Merit Maximum rate - - - - - 
% of Minimum rate of 
range as = es iG a 
%Z of employee's current 
(former) rate 12(46Z2) 11(44Z) 11(502) 59417 ye C252) 
Other 8(312) 80327). 6@2 77214872) 26507) 


See ee en, 


Total Orgs. Reporting 
This Range Type 26 25 22 Ze 4 


(1002). «(.00Z) ~ (1002) +, (1007), 401007) 


Of the organizations responding "Other", many responded that the 
percent value of an increase was a result of the dollar increase given, rather 
than the method used in calculating it. 
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2: Variable Progression to the Normal Maximum (Continued) 
C. Size of Increases 


Question: What is the % increase for the highest level of performance, 
the lowest level of performance, and an average or satisfactory 
level of performance. 


Responses: 


Simple Average of Values Reported 


NON- 
MGT. PROF TECH OFEI CES OFRTCE 


Increases for: 


- the highest level 

of performance 127 132 132 ila * 
- the lowest level of 

performance that 

merits an increase ys 5% 6% 47, * 
- an average or 

satisfactory 

performance level 87 8% 87% IE 8% 

* An insufficient number of organizations were able to report values 

for the data to be published. 


Users of this table are cautioned that not all organizations were 
able to report the percentage values required by this question. 


113 


MINIMUM - NORMAL MAXIMUM ~ MERIT MAXIMUM SYSTEMS 


siya Variable Progression to the Normal Maximum (Concluded) 


D. Factors Determining Increase Size 


Question: Indicate the factors considered in determining the amount of 
the employee's individual increase. 


Responses: 
Number of Organizations by Employment 


Category 


(% of Total Orgs. With This Range Type) 


NON- 
MGT PROF JECH OFFICE OFFIC 


Factors Considered: 


Assessed level of 

performance 22(85%) 216842 )91S. C527) 16 757) 41007) 
Length of service at 

present salary level 3C1L27)- (30127) SC LA) we AaClen ee Ue) 
Position of employee's 

salary in the salary 


range 19(73%) 18(72%) 16(73%) 14(64Z) _4(100Z) 
Other 2(8Z) - - 1652) ~ 


i 


Total Orgs. Reporting 
This Range Type 26 Bo pays 22 4 


Cee aan ene 


(1002). .(100Z).. -€100Z).. (L002). 2C1007) 


One organization, reporting under the Management and Office 
categories, indicated that time progression was also considered. That is, 
if an employee has not reached the Normal Maximum after what was considered to 
be an appropriate time period, the employee may receive an additional increase 
to put him at the correct rate. 


One organization, reporting for its Management employees, indicated 
that assessed level of performance, potential for further advancement, 
assumption of increased responsibility in the job and reclassification action 
were the factors considered. 
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cee 


Ae Frequency of In-Range Increases 
Question: 


Progression Beyond Normal Maximum 


For progression beyond the Normal Maximum rate of the salary 


range, indicate the frequency the in-range increases are 


generally granted. 


Responses: 


Number of Months Between 
Increases: 


6 months 


7 to 11 months 


12 months 


Variable 


Total Orgs. Reporting 
This Range Type 


Number of Organizations by Employment 
Category 


(% of Total Orgs. With This Range Type) 


NON- 
MGT PROF [TECH ORETICE “OFFICE 
23{88%) 22.(88Z); 18(827) 18¢82%) + 3¢752) 
B22), Le) Teal eh) C182). 2.0252) 
26 25 22. yes 4 
(100Z) (100%) (1002) (100%) (1002) 


Within the Management employment category, two organizations, which 
reported that their employees were eligible for review "once a year", were 


counted as "12 months" between increases, 


Another organization, also tallied 


as "12 months" between increases, indicated that salary increases were awarded 


on the anniversary date of appointment 
this increase date could be altered. 

above as "12 months" between increases, 
interval might vary in some cases. 


for the first two years. Subsequently, 


Another organization, also reported 


also stated that this reported time 


Users of the report may wish to move these 


four organizations to the "Variable" response under the Management category. 


Two of the three organizations listed under "Variable" indicated 
that their Management category employees were generally granted salary 
increases within a range of 10 to 14 months. 
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L3 Progression Beyond Normal Maximum (Continued) 


A. Frequency of In-Range Increases (Concluded) 


Of the organizations listed under "12 months" between increases for 
the Professional category, four included comments which may influence users 
of the table to include them under 'Variable". Of the four, two indicated 
that employees are eligible for review "once a year", one organization, while 
reporting "12 months", also indicated that the number could vary, and the 
fourth company, while indicating "12 months", also noted that if an employee 
had been in a position for more than two years, this time span could be 
decreased. Two of the three organizations listed under "Variable" indicated 
that the frequency fell within the 10 to 14 month range. 


Of the organizations reporting Technical employees, four made 
comments that could place them beside the "Variable" instead of the "12 months" 
response. Two of the four organizations indicated that their employees 
received in-range increases once per calendar year. One, while indicating 
"12 months" between in-range increases, also indicated that the number could 
vary. The fourth organization, while indicating "12 months", also noted that 
if the employee had been in a position for more than two years, this interval 
could be reduced. Of the four organizations indicating a variable number of 
months between increases, two organizations reported time spans varying from 
a low of 10 months to a high of 14 months, while one organization indicated 
that approximately 24 months was the norm. 


Within the Office employment category, three organizations are 
reported as having '12 months" between increases, but qualified this response. 
Two of the three indicated that their employees receive one in-range increase 
"per year". The third, although reporting "12 months", also stated that that 
number could vary. Of the four organizations reporting a variable number of 
months between increases, two reported a range of within 10 to 14 months, 
while a third reported about 24 months between increases. 


The one organization, reporting a variable number of months between 


increases for its Non-Office category employees, indicated a time span of 
between 11 and 13 months between in-range increases. 
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HHS Progression Beyond Normal Maximum (Continued) 
B. Basis for Increase Calculations 


Question: Indicate how the value of the in-range increases for varying 
levels of performance is established. 


Responses: 
Number of Organizations by Employment 


Category 
(Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH ORBICE: “OFF IGE 


% of Normal Maximum rate 
of range 12772-2287 6277)? 163277) _ 
% of Merit Maximum rate 
of range - = = = = 


ee —_ 


% of Minimum rate of 


range 1(4Z) _1(42) Z rs a at 
% of employee's current 

(former) rate D2 (467). Cra Ae 0507) 26507 jieek 
Other 6(237) S6(2472)mies (237) C23) ae 


eee eS 


Total Orgs. Reporting 
This Range Type 26 25 22 22 4 


Cee ence eee 


(100%) (100%) (100%) (100%) (1002) 


For its Management category employees, one organization included 
under '%Z of Normal Maximum rate", indicated that the percent increase was a 
result of the calculation of the salary increase. That is, the increase was 
calculated on a dollar basis followed by the percentage calculation. Two 
organizations, shown beside the "Other" response for Management employees, 
Stated that the final position of the employee's salary in the range, after 
the review, was determined first and the percent increase followed by 
calculation. Two organizations, reported under "Other" for Management 
category employees, indicated that they calculated the percent based on an 
in-range control point. One organization, also listed under "Other" for its 
Management employees, indicated that the increase was established based on 
the position of the employee's current salary in the range, in conjunction 
with the evaluation or performance rating. A final organization, reported 
under "Other'' for its Management employees, indicated that a merit budget 
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13. Progression Beyond Normal Maximum (Continued) 


B. Basis for Increase Calculations (Continued) 


was provided for the use of the Department based on a percent of year-end 
payroll. Within this merit budget a range of merit increases was provided 
relating to performance. That is, superior performers had a higher range of 
merit percent increases than acceptable employees. 


For Professional employees, one organization reported under "% of 
Normal Maximum Rate", indicated that the increase was calculated on a dollar 
basis and the percent increase was a result of the calculation of the salary 
increase, not its cause. One organization, reported under "Other", indicated 
that the final position of the Professional employee's salary in the range 
for a particular review was determined first, and the percent followed by 
calculation. Two companies, reported under "Other'' for Professional employees, 
stated that the values were calculated as a percent of an in-range control 
point. One organization, reported under "Other", indicated that the percent 
of the increase was dependent upon the position of the Professional employee's 
current salary in the salary range, in conjunction with the evaluation. One 
organization reported under "Other" indicated that the final position of an 
employee's salary in the range after the review was first determined. Then 
the difference, between where the employee's salary actually is, and where it 
will be after the increase, is calculated as a percent increase. One organiza- 
tion indicated that it had a merit budget system in use for Professional 
employees within each department. This budget is calculated as a percent of 
payroll and, within it, a range of merit increases for varying levels of 
performance is established. 


One organization, reported under "% of Normal Maximum rate" for its 
Technical employees, indicated that the initial increase is calculated on a 
dollar basis and the percent increase was a result of the calculation of the 
salary increase. One company, shown as "Other", for its Technical employees, 
indicated that the value of the increase was calculated based on an in-range 
control point. One organization, reported under "Other", reported that its 
Technical employee increases were dependent upon the position of the employee's 
current salary in the salary range and the evaluation. One organization 
indicated that its Technical employees received a fixed percentage above a 
standard rate for every appraisal rating above satisfactory. One employer 
reported that the final position of the employee's salary in the range after 
the review was determined first and the percent increase followed by calcula- 
tion. The final company reported under "Other", reported a merit budget 
System based on percent of payroll. Within this merit budget a range of merit 
increases were provided related to performance. 


For its Office employees, one organization, reported under "% of 
Normal Maximum rate", indicated that the increase was calculated on a dollar 
basis and the percent increase as a result of this calculation. One organi- 
zation reported under "Other" indicated that there was an annual performance 
budget allocated to department heads and sub-allocated on the basis of 
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3 Progression Beyond Normal Maximum (Continued) 


B. Basis for Increase Calculations (Concluded) 


individual performance. One organization reported that the value of the 
increase was calculated as a percent of an in-range control point. One 
organization reported that its Office employees received increases based on 
a fixed percentage above the standard rate for every appraisal rating above 
satisfactory. One company reported that the final position of the employee's 
salary in the range after the review was determined first and that the 
percent increase followed by calculation. The final organization reporting 
under "Other" in this category, indicated that the percent of the employee's 
increases depended upon the position of the employee's current salary within 
the salary range and the current evaluation or performance rating. 


Of the organizations reporting under "Other" for their Non-Office 
employees, one indicated that the increase was calculated based on a percent 
of an in-range control point. Another organization indicated that its Non- 
Office employees received a fixed percentage above the standard rate for 
every appraisal rating level above satisfactory. The final organization 
indicated that the percent of the employee's increase was dependent upon the 


position of the employee's current salary in the salary range and the 
performance evaluation. 
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URS} Progression Beyond Normal Maximum (Continued) 
C. Size of Increases 
Question: Indicate the % increase for the highest level of performance 


and the lowest level of performance that merits an increase 
above the Normal Maximum. 


Responses: 


Simple Average Values Reported 


NON- 
MGT PROF TECH OFF IGE = OFEIGE 
Increase for: 
- the highest level 
of performance LZ LZ 112% LEZ * 
- the lowest level of 
performance that merits 
an increase above the 
Normal Maximum 4%, 47 47 47%, * 


* An insufficient number of organizations were able to report values 
for the data to be published. 


Users of these data are cautioned that not all organizations were 
able to respond to this question and that in many instances the values quoted 
by individual organizations were generalizations rather than precise figures. 
Several firms stated that their reported figures represented only one year 
and would vary considerably through time. Due to Bureau confidentiality 
restrictions, no average values can be reported for Non-Office employees. 
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nis Progression Beyond Normal Maximum (Continued) 


De eLacEors Determining Increase Size 


Question: Indicate the factors considered in determining the amount of 
the employee's individual increase. 


Responses: 
Number of Organizations by Employment 


Category 


(% of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFBIGE FarOF EI CE 


Factors Considered: 


Assessed level of 
performance 2661007) 25 (1002) 22,007) 221007 ) 461007) 


Length of service 
at present salary 
level 4(152Z) 4(162) 4(182) 6( 272) ZUDOZ) 


Position of employee's 
salary in the salary 
range ZOCIZ) 19 C767) Saas 1), es Ch) 4(100Z) 


Other - - - 1(52) - 


Total Orgs. 
Reporting This 
Range Type 26 25 22 22 4 


(10072) (1002) (1002) (1002) (1002) 


The one organization reporting "Other'' for its Office employees, 
stated that the budget available for salary increases was also a determining 
factor in the employee's individual increase. 
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L3% Progression Beyond Normal Maximum (Continued) 


E. Basis for Progression Beyond Normal Maximum 


Question: Indicate the basis on which an employee may be paid above the 
Normal Maximum. 


Responses: 
Number of Organizations by Employment 
Category 
(% of Total Orgs. With This Range Type) 
Basis for Progression NON- 
Beyond Normal Maximum: MGT PROF TECH OFAICE OFFICE 


Above average 
performance 26(100Z) 25°(100Z) 22(100Z) 22(1002)" 401007) 


Average or satis- 
factory performance _ = = = = 


Long service ie 7 = = _ 


Combined average or 

satisfactory 

performance and 

long service 3( 122) eee!) 3(142) 2(92) - 
Average or satis- 

factory performance 

when nearing retire- 

ment age 2(82) 2(82) 2(9Z) Tb2) T6252) 
Based on market 

considerations, e.g. 

recruiting and 

retention consider- 

ations 8 (312) Bio2e) PO2RY 4(182) C252) 
Policy has flexibility 

to meet particular 


problem situations LICA2Z). aL i(442) 9(41Z) 8 (362) 2( 502) 
Other tee, Oe ee enn Ben) Re 
Total Orgs. 
Reporting This 26 Ds. 22 Ze 4 
Bogee yee (1002) (100%) (100%) (1002) (1002) 
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se Progression Beyond Normal Maximum (Concluded) 


E. Basis for Progression Beyond Normal Maximum (Concluded) 


Several organizations added to their responses that very much above 
average or sustained above average performance was required before an employee 
could be paid above the Normal Maximum. 


One company, reporting under "combined average or satisfactory 
performance and long service" for its Management, Professional, Technical and 
Office employees, had a policy which provided that employees of long service, 
who consistently performed in a fully satisfactory manner and demonstrated a 
concerned attitude toward the company and its success, would be allowed to 
move to the maximum of their salary range provided that the employee had been 
in the same job for 10 years and over. 
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La, Range Adjustments and In-Range Increases 


Question: Are range adjustments and the employees! in-range increases 
separately identified to the employees? 


Responses: 
Number of Organizations by Employment 
Category 
(% of Total Orgs. With This Range Type) 
NON- 

MGT PROF TECH OFEICE “OFFICE 

Separately identified 1 (427%,) tO 407) £LO0.(452 e045) Rabo) 
Blended increases 16(62Z) 16(64Z) 13(59Z) 14(64Z%) 4(1002) 


eee 


Total Orgs. Reporting 
This Range Type 26 225) 22 22 4 


ee -—e 


(1007) CL00Z) = C100Z)) C1007) > 1007) 


One company is reported twice in this table and in the responses to 

both questions 15 and 16 for all employment categories. This company grants 
a general range increase on one date each year and announces the figures. 
The individual employee's salary is adjusted on the anniversary date. This 
increase is given in an undifferentiated single amount that consists of the 
general economic increase, if applicable, the merit increase, if applicable, 
and a catch up factor, if applicable. 


One other company is counted twice in this question and is included 
in both questions 15 and 16. It reported, for its Office employees, that if 
the individual employee's salary is below the mathematical mid point, the 
two increase types were separately identified. However, if the employee's 
salary is above the mid point there is a blended increase. 
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i bea Increase Timing 


Question: Where range adjustments and in-range increases are granted on 
the same date, indicate where. 


Responses: 
Number of Organizations by Employment 


Category 


(Z of Total Orgs. With This Range Type) 


MGT PROF TECH OFRIGE® OFFICE 


The same increase date 

applies to all employees 90352) Mao BG AO C2 aye O27) ee hC2 oA 
The employee's increase 

applies on his anniversary 

date OAD eo [AI ANCE GK ESIOY TINGS) 


SS > ee ee eS a, 


Another practice applies BOZO CI2 Ae 25 Cle a Cae 2 (507) 
Total Orgs. Reporting 
This Range Type 26 25 ae 22 4 


ee 


(100Z) (100%) (100%) (100%) (1002) 


One organization reported "another practice applies" for all five 
employee categories. This employer reported that it develops a timing and 
percentage salary increase grid based on the company salary objectives. All 
its ranges change on a particular date, but this change is not necessarily 
granted to an individual employee - that would depend upon whether and when 
performance warrants it. This results in salary increases occurring through- 
out the calendar year for employees in this company. 


Another organization reported "another practice" for its Management, 
Professional, Technical and Office employees. For these employees, the range 
adjustments and range increases were granted on the same date, but this date 
could vary from between 10 to 14 months of the previous adjustment. 

A third organization, reporting "another practice" for all five 
employee categories, indicated that an employee below the Normal Maximum 
would receive increases based on performance, position in range and length 
of time since the last increase. Once the Normal Maximum was reached, salary 
adjustments would be made annually. 
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L6:. Increase Timing 


Question: Where range adjustments and in-range increases are granted on 
different dates, indicate when the increases are granted. 


Responses: 
Number of Organizations by Employment 
Category 
(% of Total Orgs. With This Range Type) 
NON- 
A. The Range Adjustment MGT PROF TECH OFFICE ,OFRICE 
is granted: 
- on the same date for 
all employees 12h) ous GZS /,) was) ee ee) ~ 
- on the employee's 
anniversary date E(C4Z) 1( 42) E572) 2 (9%) ~ 
- another practice applies - - = ECA) nee C2ae) 


eee 


Total Orgs. Reporting 
This Range Type 26 25 Le 22 4 


eee 


(100%), (100Z)'=9@L00Z) 42016027 = (1007) 


B. The In-Range Increase 
is granted: 


- on the same date for all 


employees C42) i nA ae ehOSZ) wee 697) ~ 
- on the employee's 
anniversary date SULZZ eee Coe ae Gls ee Lae = 
- another practice applies 46157) 24 G67 56252) SER0S8Z2Z2)) BEC257) 


en eed 


Total Orgs. Reporting 
This Range Type 26 25 22 22 4 


ee ed 


(100Z) (100%) (100%) (100%) (1002) 


Organizations reporting “another practice applies" had practices 
which fall into two general categories. The first applies in the organiza- 
tions that are on a system of pure pay for performance. The ranges are 
updated regularly, but individual employees only receive their update if and 
when their performance merits it. There were no scheduled increases. 
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16. Increase Timing (Concluded) 


The second approach to increase timing is for the organization to 
determine individual increase schedules for each employee. These are based 
on a number of factors such as job complexity, employee's performance level 
on the job, date of previous increase, position in the range and general 
company guidelines. 
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Lik Salary Budget Control 


Question: Indicate what control system is used to administer salaries in 
the range. 


Responses: 
Number of Organizations by Employment 
Category 
(% of Total Orgs. With This Range Type) 
NON- 
MGT PROF TECH OFFICE OFEICE 
No formal control system ZEB2) 2 (82%) 2( 9%) 3(147Z) ~ 


Performance ratings only 


Performance rating quotas 


a en ee ee oe 


5(19%) 4(16Z) 3(14Z) 4(182) _1(252) 


—_——— 


= = 1(52) 1(52) = 


i eS 


Normal Maximum as budget 

standard (i.e. Normal 

Maximum X number of 

employees = salary budget) - ~ LOSZ) 1GZ) - 
Selected Control Point 


as budget standard 3(12Z) 30127) 292) 2(9%) 2507) 


ee -—eeee- 


Compa-ratio (actual 
salaries as Z% of Normal 


Maximum) 18(69%) 18(722) 15(68%) 11(50%) - 

Other 2(8%)  2(8%) 2(9%) 1(5%)  1(25%) 
Total Orgs. Reporting 26 25 22 (9 ee ee 
This Range Type (100%) (100%) (100%) (100%) (100%) 


Several organizations reported more than one system. All such 
systems are included in the above table even though, in some instances, the 
Systems were described as guidelines rather than controls. 


One organization, reporting an "Other" system for all five employee 
categories, indicated that the cost was planned based on the movement of 
outside rates and the company position relative to these rates, Another 
organization, shown under "Other" for its Management, Professional and 
Technical employees, indicated that a very strict control on the total merit 
budget was maintained, in conjunction with compa-ratio control. 
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17. Salary Budget Control (Concluded) 


One organization, counted under the "performance ratings only" 
response, indicated that if salary planning was not compatible with the budget, 
other action such as reduction of staff size would be taken within its 
Management and Professional employee categories. 
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18. Salary Budget 


Question: Indicate if the salary budget control system varies between 
unionized and non-union groups of employees. 


Responses: 


No organization responded to this question with any specific 
differences between salary budget control systems of unionized and non- 
union employee groups. Two comments were made by more than one company 
in their responses. One was that the collective agreement became the 
budget control system for unionized employees. The other comment was 
that the time frame for unionized and non-unionized employees varied. 
Unionized employees were often covered by agreements with terms longer 


than one year, while non-unionized salary planning was completed once 
a year. 
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19. Distribution of Employees in Ranges 


Question: What has been the typical distribution of employee rates in 
the ranges at the conclusion of the salary administration year? 


Responses: 


Simple Average of Reported Values 
A. Average of Distributions 


Reported NON- 
MGT PROF FECHOe OFFICE =~ OFFICE 


%Z of employees at and 
below the Normal Maximum 6325/70 00. TTA Wage tar bys x 
%Z of employees above the 
Normal Maximum Sl adi7é SUR tye vases relays % 
* An insufficient number of organizations were able to report values 
for the data to be published. 
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19. Distribution of Employees in Ranges (Concluded) 


B. Frequency Distribution of 
Values Reported 


%Z of Employees Above 


Normal Maximum: 


Number of Organizations by Employment 
Category 


(% of Total Orgs. With This Range Type) 


NON- 
MGT PROF 52 STEGH SOF ICE SSORRI CE 


- 1% to 34 _2 (8%) _2 (8%) _ 314%) _165%4) _ 
~ = 6/4-—€0 =1 07 GS 2) cummins pt gi). Siar) rene es 
- 11% to 15% _2(8%) _3(12%) _2(9%) _2(9%) _1(252) 
-~ 16% to 202 WC Ee 
~ 21% to 25% Se ee ee 
15 2627 to» 9307 Geis. (eo lO.) eee 
- 31% to 35% GD 1G) GD 
- 36% to 40% EG 2GDe san loc 
- 41% to 452 EGS Oe IG a 
- 46% to 502 142) 142) 105%) _3(042) 
- 51% to 55% O24)! 28h eo ae) Be 
-~ 56% to 60% 3127) ee eee) 
- Unable to Report 9(357)) 29 (362) 94172) 10 (457 eso) 


a 


Total Orgs. Reporting 
This Range Type 26 Z5 22 22 4 


a ee_- 


(100Z) (100Z). (100Z) (1002) (1002) 


Caution should be used in utilizing the data in tabulations A and B 
above. Many organizations had difficulty responding to this question since 
records were not kept in a fashion that permitted an easy extraction of the 
data required by this question. Many responses tabulated were reported to be 
estimates only. 
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SALARY ADMINISTRATION IN CANADIAN INDUSTRY 


SECTION / 
MINIMUM TO MERIT MAXIMUM SALARY STRUCTURES 


Introduction 


Five organizations, representing 15% of the total companies 


surveyed, reported some employees on this type of salary range. The following 
definition, which was used in the questionnaire, is included for reference. 


These ranges are defined as ones without a defined Normal Maximum 


rate, but in which the Maximum rate is only attainable by superior or 
outstanding performers. 


Highlights 


Five (15%) of the total organizations surveyed had salary range 
structures of this type. In all of these organizations the range 
structures apply to some employees in the organizations’ Management, 
Professional and Technical categories. In three of the organizations 
this range type also applied to some Office employees. 


In all cases salary ranges overlapped one another. That is, the 
Maximum rate of a range was generally higher than the Minimum rate of 
the next higher salary range. 


In all cases the organizations had established a Control Point between 
the Minimum and the Maximum. In almost all cases that Point was 
half-way between the Minimum and Maximum values. 


Of the companies able to report the range spread, i.e. the difference 
between the Minimum and Maximum rates for each salary range, the 
average spread for Management, Professional and Technical employees 
was 53%. The average for Office employees was 437. 


The average percentage differential between salary range Maximum rates 
was 9% for organizations able to report data on Management, Professional 
and Technical employees. An insufficient number of organizations 
reported differentials for data to be published for the Office category. 


No predominant practice was evident in the methods used to compare 
internal ranges with external market rates. A variety of comparisons 
were reported. 


All employees subject to these ranges progress through the range on 
the basis of variable increases dependent on individual performance. 
In no case did an organization report fixed step rates under this 
range type. 
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Highlights (Concluded) 


® Within these salary ranges, the most frequently occurring practice was 
to provide an employee with an increase every 12 months. In all cases 
the basis for calculation of the increase within the range was the 
percent of the employee's former rate of pay. An insufficient number 
of companies were able to report the size of these in-range increases 
for the data to be published. 


® In determining these in-range increases, all organizations reported 
that they considered an employee's assessed level of performance and 
his current position in the salary range. One organization reported 
that it also considered length of service at the present salary level 
in determining the size of individual increases. 


@ Most organizations do not separately identify the range adjustment 
and the in-range increase to the employees. 


@® In the majority of organizations reporting this range type, the average 
or satisfactory performers’ rates tended to cluster at the mid points 
of the ranges. 


® Most of the participants were unable to report on the distribution of 
the employees! actual rates within the ranges. Therefore, no data can 
be reported on how individual employees’ rates tend to be distributed 
between the Minimum and Maximum values within each range. 


® The systems of salary budget control vary widely. The most frequently 


occurring practice was to provide salary increases on the basis of 
performance ratings only, without any quotas or budget standards. 
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Ls Disclosure to Employees 


Question: Indicate the items of information about the salary ranges that 
are disclosed to employees. 


Responses: 
Number of Organizations by Employment 


Category 
(% of Total Orgs. With This Range Type) 


NON- 

MGT PR TECH OFF] CEs -CEEICE 
All ranges in all salary 
schedules 2(407) on A0207)5 1207) - - 
All ranges in the employee's 
salary schedule 1(20Z) 2(40Z) 2(40Z) 1(332) = 
The range applicable to 
the individual employee 5(100Z) 5(100Z) 5(100Z) 3(100Z) - 
Frequency of salary 
schedule adjustments 4(80%Z) 4(80%) 4(80%) 3(1002) oa 


Frequency of in-range 
increases 3(602) (26407))) 20407), 010337) 
Amount of in-range 
increases 3(60Z) =, 346027) BC6OA))= 26/7) = 
Criteria for granting 
performance increases 4(80%) 3(60%) 3(60Z) 2(672) - 
Practices followed in 
determining salary rates 
on promotion and transfer 3BC60Z)) e2(407)> (2 C4024) 103532) ~ 
No disclosure other than 
employee's personal rate = - ~ - - 
Total Orgs. Reporting 
This Range Type 5 5 5 S - 


(100Z) (1002) (100%) (1002) 
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MINIMUM TO MERIT MAXIMUM SALARY STRUCTURES 


3 Dy Disclosure to Employees (Concluded) 


One organization, reporting this range type applying to its 
Management, Professional and Technical employees, is shown above beside the 
response "All ranges in all salary schedules" because it indicated a policy 
of very extensive disclosure of information to its employees. One organization, 
also shown above beside that response, indicated that its Management employees 
had a knowledge of ranges in all salary schedules at and below the level of 
the employee. It also indicated that these Management employees were provided 
with information about the salary ranges one level higher than their own. 
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2s Disclosure Practices 


Question: Do disclosure practices vary between unionized and non-union 
employees? Please describe any differences. 


Responses: No differences in disclosure were reported. 


3; Range Overlap 


Question: Is the Minimum rate of a range generally higher than, equal to 
or lower than the Merit Maximum rate of the next lower range? 


Responses: 


Higher than 
Equal to 
Lower than 


Total Orgs. Reporting 
This Range Type 


Number of Organizations by Employment 
Category 


(Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFEI CEG OFRICE 


ee 
ee 


See cence. eS EEE 


ee 


(100Z) (100Z) (100%) (1002) 
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MINIMUM TO MERIT MAXIMUM SALARY STRUCTURES 


Position of Control Point 


Question: Where a Control Point is identified, indicate the most frequently 
occurring position of the Control Point in the salary ranges. 
Respondents were asked to report the "percentile" position of 
the Control Point. 


The following definitions were given in the questionnaire: 


- A "percentile" means 1% of the difference between the Minimum 
rate and the Maximum Rate of a salary range. Thus, the 
"60th percentile" is 60% of the way up the range from the 
Minimum. The 50th percentile is the mid point between the 
Minimum and Maximum. 


- A "Control Point" is a rate in a salary range between the 
Minimum and the Merit Maximum upon which the range is 
constructed and upon which range adjustments are based. 


Responses: 
Number of Organizations by Employment 
Category 
(% of Total Orgs. With This Range Type) 
NON- 

MGT PROF 9 TECHS) (OFFICE Geren 

50° percentile 5(100%) 5(100%) 5(100%) 2(67%) __- 

th ‘ 
60° ~=apercentile - - - 1(332) - 


ee —_ 


Total Orgs. Reporting 
This Range Type 5 ) 5 3 - 


(100Z) (100%) (1002) (1002) 
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ois Range Spread 


Question: Indicate the % spread between the Minimum and Merit Maximum 
rates (Merit Maximum rate over Minimum rate) of each individual 


salary range. 


Responses: 
Simple Average of Reported Values 
NON- 
MGT PROF TECH OFFICE -ORFICE 
Average Z 53% 534 532 437 = 
Highest Z% 23% Do, 33% * - 
Lowest % 53% 532% 53% * - 


* An insufficient number of Organizations were able to report highest 
and lowest spreads for data to be published. 


One of the organizations reporting under this question indicated 
that it was only providing examples of the range spread. However, we assumed 
that the range spreads reported in the examples were typical of range 
structures of other levels in the same employment category, and the values 
from the examples provided were included in the calculation of the Average 
spreads for the Management, Professional and Technical categories. But they 
were not included in calculating the averages of the Highest and Lowest 


percentage spreads. 


Four (80%) of the five organizations with this range type reported 
constant percentage spreads for all their ranges of this type for their 
Management, Professional and Technical employees. The most frequently reported 


spread from Minimum to Merit Maximum was 502. 


The simple average values for the Average, Highest and Lowest range 
spreads are the same within each of the first three employment categories in 
the above tabulation because of the influence of the four companies with 


constant spreads for all ranges. 
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6 A. Range Differentials at Maximum Rates 


Question: Indicate the % spread between the range maxima (Merit Maximum 
rate of each range over Merit Maximum rate of next lower range). 


Responses: 
Simple Average of Reported Values 
NON- 
MGT PROF TECH UFPLCE. OFEICE 
Average Z 97 97 97 * = 
Highest Z% 97% 97% 97% * - 
Lowest Z 9% 9% 9% * = 


* An insufficient number of organizations were able to report differentials 
for data to be published. 


Only four organizations were able to report ayerage differentials 
between salary ranges. All indicated the range differentials were the same 
between all salary ranges of this type. 


Only two of the organizations, having this range type for Office 
employees, reported information. Due to normal confidentiality constraints 
no average values can be published where less than three organizations report. 


140 


MINIMUM TO MERIT MAXIMUM SALARY STRUCTURES 


O88. Range Differentials at Control Points 


Question: Where a separate Control Point is identified, indicate the 7 
spread between the range Control Points (Control Point of each 


range over Control Point of the next lower range). 


Responses: 
Simple Average Values Reported 
NON- 
MGT PROF TECH OFETCEmLOFFI CE 
Average Z 92% 97% 92 * iT 
Highest Z 9% 97 9% * = 
Lowest % 92 97 97 x = 


* An insufficient number of organizations were able to report 
differentials for data to be published. 


The same organizations reported differentials between Control 
Points. Therefore, the results shown in the tabulation above are exactly the 
same as those present in the responses to question 6A. 
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Pe Range Construction 


Question: Respondents were asked to describe the normal method they use 
to construct salary ranges. 


Responses: 


Although a variety of practices applied in the responding 
companies, in general the control point was used as the construction 
point for each salary range. Most frequently companies identified that 
point as 100% and the Minimum and Merit Maximum as percentages of that 
value. 


The most frequently reported values used were 802% of the 


Control Point for the Minimum rates and 120% of the Control Point for 
the Merit Maximum rates. 
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MINIMUM TO MERIT MAXIMUM SALARY STRUCTURES 


35 External Comparisons 


Question: Using the following table as a reference, indicate the relation- 
ship your company primarily uses in comparing its salaries to 
external market rates. 


Company External Rates 
A B C 
Company Measure of Market Market 
Reference Point Rates Used Reference Point 
1. Minimum Rates of 1. First Quartile 1. Minimum Rates of 
Ranges Outside Ranges 
2. Median of Rates 2. Median 2. Rates Actually 
Actually Paid Paid 
3. Mean of Rates 3. Mean 3. Normal Maximum Rates 
Actually Paid of Outside Ranges 
4. Mid points of 4. Third Quartile 4. Merit Maximum Rates 
Ranges of Outside Ranges 
5. Maximum Rates of 5. Other (specify) 5. Other (specify) 
Ranges 


6. Other (specify) 


Responses: 


A wide variety of responses was received to this question. To 
reflect the reported practices we haye reported the results in two ways. 


Tabulations A, B and C which follow show the results on the basis 
of the frequency with which the survey organizations reported they used 
particular internal and external reference points. However, we also felt it 
was important to identify the full patter of internal-external comparison 
for users of this report. Therefore, the D tabulation shows responding 
companies according to the full process of how they make their comparisons. 
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MINIMUM TO MERIT MAXIMUM SALARY STRUCTURES 


External Comparisons (Continued) 


A. Company Reference Point 
Number of Organizations by Employment 


Category 


(% of Total Orgs. With This Range Type) 


NON- 
MGT. PROF TECH OBI CEGOEFICE 


1. Minimum Rates of 

Ranges See eS ee. 6 ae ee ee ee 
2. Median of Rates 

Actually Paid 2(402). 2 2(402) .g2(402) Rae ee eae 0! 
3. Mean of Rates 

Actually Paid _ = om SAAR 3G eS ss 
4. Mid points of 

Ranges 2(402) _2(40Z%) _2(40%) _2(672) _ - 
5. Maximum Rates 

of Ranges t S = = 2 


ee 


6. Other - - ~ - - 


ey 


7. Unable to Report C2027) peed C208) 90202) G37) - 


Ce EEE 


Total Orgs. Reporting 
This Range Type S, 5 5 S) = 


oO 


(100Z) (100%) (100%) (1002) 
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External Comparisons (Continued) 


B. Measure of Market Rates Used 
Number of Organizations by Employment 
Category 


(% of Total Orgs. With This Range Type) 


1. First Quartile = = = = = 
2. Median = = _ = _ 
3. Mean 2(402Z) 0820402) 292(40Z). ©1332) - 
4. Third Quartile LC207) C207 lee 20) = - 
os. Other ~ - = = - 
6. Unable to Report 2(40%) —2(407): “2(40Z) 2.672) ~ 

Total Orgs. Reporting 

This Range Type 5 S 5 3 - 


ee -eeeeeeeSS 


(100Z) (100%) (100%) (1002) 


C. Market Reference Point 
Number of Organizations by Employment 
Category 


(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF CH OREICEsS CFRICE 


1. Minimum Rates of 
Outside Ranges _ - _ = se 


ee 


2. Rates Actually 
Paid 3(0UZ ee 3004) ea 0004)eul\ 334) = 


Ne ee 


3. Normal Maximum Rates 
of Outside Ranges — - - - = an 


me 


4. Merit Maximum Rates 
of Outside Ranges ~ ~ ~ = = 


eee 


Other - - ~ - - 


eS 


6. Unable to Report 24507). 220602). 2 (4024).5 2h 614) - 


er eed 


Total Orgs. Reporting 
This Range Type 5 D 5 3 - 


(100Z) (100%) (1002) (1002) 


MINIMUM TO MERIT MAXIMUM SALARY STRUCTURES 


8. External Comparisons (Continued) 


Dea Comparison Process Used 


Number of Organizations by Employment 
Category 


(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFFICE OFRIGE 


1. The company compares the 

median of rates actually 

paid its employees to the 

third quartile of rates 

actually paid in the 

market. 10620Z) 10202) ~1@07) os 
2. The company compares the 

median of rates actually 

paid its employees to the 

mean of rates actually 

paid in the market. L@207) C207) C207) see - 
3. The company compares the 

mid points of its ranges 

to the mean of rates 

actually paid in the 

market. LEZOZ) et 207) eel C207) melon) = 


4. Unable to Report 2(40Z) 2407) 2407) 20672) - 
Total Orgs. Reporting 
This Range Type 5 5 5 3 = 


ee 


(100Z) (100%) (100%) (1007) 


One organization reporting employees on this range type in the 
Management, Professional, Technical and Office categories, was unable to 
respond to this question. It indicated that there was no formal policy which 
set a desired relationship with comparable positions in the general market. 
Its policy was to match the pay ranges which applied in its parent company. 


The second organization that was unable to provide responses under 
this question for the same four employment categories indicated that it 
examined all of the measures of the external market rates that were shown in 
the question. While the internal point for comparisons was the mid point of 
its salary ranges, it found that in the surveys of other companies which it 
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8. External Comparisons (Concluded) 


conducted that some companies were able to provide average rates while others 
could only provide ranges for comparable classes. Basically the company 
stated that it made comparisons with whatever values it could get from its 


survey respondents. 


of Progression Through Ranges 


Question: Indicate how employees progress through their salary ranges. 


Responses: 


Fixed step rates granted 
one or more at a time 
depending on individual 
performance 


Variable increases based 
on individual performance 


Other 


Total Orgs. Reporting 
This Range Type 


Number of Organizations by Employment 
Category 


(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFFICE OFFICE 


a 


ee ee 
en ee 


rr 


(100Z) (100%) (1002) (1007) 
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MINIMUM TO MERIT MAXIMUM SALARY STRUCTURES 


Fixed Steps 


Question: Where fixed step rates apply, survey participants were asked to 
report on the frequency of in-range increases, how the value of 
the step were determined and what was the size of the increases 
between step rates for satisfactory performance. 


Responses: No organizations reported using a system of fixed steps for 
employee progression in ranges of this type. 


Variable Progression Through Range 


A. Frequency of In-Range Increases 


Question: Where progression through the salary range is by variable 
increases dependent on the employee's performance, 
indicate the frequency in-range increases are generally 


granted. 


Responses: 


Number of Months 
Between Increases: 


- 6 months 
- 12 months 
- 12 to 18 months 


Total Orgs. Reporting 
This Range Type 


Number of Organizations by Employment 
Category 


(% of Total Orgs. With This Range Type) 


NON- 
MGT) (PROG jer cteCH 5? 2 OPEICE CFE ICE 


- _ 1(20%) _1(332) = 


ee 
ee 


mn 


a —- 


(1002) (100Z) (100%) (1007) 
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ites Variable Progression Through Range (Continued) 


B. Basis for Increase Calculations 


Question: Indicate how the value of the in-range increases for varying 
levels of performance is established. 


Responses: 


% of Merit Maximum rate 
of range 


% of Minimum rate of range 


% of employee's current 
(former) rate 


Other 


Total Orgs. Reporting 
This Range Type 


Number of Organizations by Employment 
Category 


(% of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OFFICE OFFICE 


rr  —— 


a 


— eC 


C—O 


(100%) (1002) (100%) (1002) 
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MINIMUM TO MERIT MAXIMUM SALARY STRUCTURES 


es. Variable Progression Through Range (Continued) 
C. Size of Increases 


Question: Indicate the % increase for the highest level of performance, 
the lowest level of performance and an average or satisfactory 
level of performance. 


Responses: 


An insufficient number of organizations were able to report 
values for the data to be published. Normal confidentiality constraints 
require that at least three organizations report for average values to 
be published. Under this question only two of the five organizations 
were able to report the required values. 


One company indicated that it was unable to separate the 
economic or range adjustment from the in-range increase. Another 
indicated that no fixed percentages apply and that these values are 
determined each year. A third company indicated that the information 
was not available because each of its departments could award different 
percent increases for the same rated performance. Different dollar 
amounts were available to its department for salary purposes. 


One of the two companies that were able to report data 
indicated that the various performance levels identified in the 
questionnaire (highest, lowest and average or satisfactory) did not 
have specific fixed percentages applying to them. In each case there 
was a range of percentages, each range having two or three percentages, 
which could be awarded for highest, lowest or average performance. 
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tt. Variable Progression Through Range (Concluded) 


D. Factors Determining Increase Size 


Question: Indicate the factors considered in determining the amount of 
the employee's individual increase. 


Responses: 


Factors Considered: 


Assessed level of 
performance 


Length of service at 
present salary level 


Position of employee's 
salary in the salary 
range 


Other 


Total Orgs. Reporting 
This Range Type 


Number of Organizations by Employment 
Category 


(Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH ORRIGE® OFFICE 


5(100Z) 5(100Z%) 5(100Z) 3(1002Z) = 


= 1207) 1207) 16352) = 


a —- —eee 


ey 


eee 


(100Z) (100Z) (100%) (1002) 
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MINIMUM TO MERIT MAXIMUM SALARY STUDIES 


LAS Range Adjustments and In-Range Increases 


Question: Are the range adjustments and the employees! in-range increases 
separately identified to the employees? 


Responses: 
Number of Organizations by Employment 
Category 
(%Z of Total Orgs. With This Range Type) 
NON- 

MGT PROF TECH OFFICES OFRICE 

Separately identified mC 207.) C207) 0 C207 ae G37) - 

Blended increases 4(80Z) 4(80Z%) 4(80Z%) 2(672) _ 


eS 


Total Orgs. Reporting 
This Range Type 5 5 5 3 - 


eee 


(100Z) (100Z) (1002) (1007) 
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MINIMUM TO MERIT MAXIMUM SALARY STUDIES 


is. Increase Timing 


Question: Where range adjustments and in-range increases are granted on 
the same date, indicate when the increase is granted. 


Responses: 
Number of Organizations by Employment 


Category 


(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PR TECH OPETCE.~ OFFICE 


The same increase date 

applies to all employees 2 (407) —2(40Z) 20402) 716337) ~ 
The employee's increase 

applies on his anniversary 

date C207.) Ptl2075) 20207) serGsZ) = 


a ooo 


Another practice applies I(207). 21 C207) 220207) ~ - 


i 


Total Orgs. Reporting 
This Range Type 5 5 5 3 - 


ed 


(100%) (100%) (100%) (1002) 


The one organization that reported "Another practice" indicated that 
employees receive their increases in one of three specified months in each year. 
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14. Increase Timing 


Question: Where range adjustments and in-range increases are granted on 
different dates, indicate when the increases are granted. 


Responses: 
Number of Organizations by Employment 


Category 
(%Z of Total Orgs. With This Range Type) 


NON- 
MGT PROF TECH OPP ICE SOrELCE 


A. The Range Adjustment 
is granted: 


- on the same date for 
all employees 1202) (1202) al (207) eel (337) 


Cea c ca  e 


- on the employee's 
anniversary date - = - = af 


i —-— 


- another practice 
applies = = = _ = 
Total Orgs. Reporting 
This Range Type 5 D =) 3 - 


i —_—_-— 


(100Z) (1002) (1002) (1002) 


B. The In-Range Increase 
is granted: 


- on the same date for 
all employees ~ - - = a, 


am 


- on the employee's 
anniversary date - ~ _ = = 


ee 


- another practice 
applies C202) (ZOZ) Rel (204) eek 3am) - 
Total Orgs. Reporting 
This Range Type 5 5 5 3 ~ 


es 


(100Z) (100%) (100%) (1007) 


This organization reported that its in-range increases are granted 
on dates that are individually determined for each employee. 
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iS; Distribution Within Ranges 


Question: Indicate the point in the salary ranges at which the pay of 
satisfactory performing employees tends to cluster. 


The following definition was given in the questionnaire: 

- A "percentile" means 1% of the difference between the Minimum 
rate and the Maximum Rate of a salary range. Thus, the 
"60th percentile" is 60% of the way up the range from the 
Minimum. The 50th percentile is the mid point between the 
Minimum and Maximum. 


Responses: 
Number of Organizations by Employment 


Category 


(%Z of Total Orgs. With This Range Type) 


MGT PROF TECH OFFICE OFFICE 
LO pereentide mn 207) KOZ wIMCZOZ Oh 1337) 
50°" percentile _3(60%) _3(60%) _3(60%) _1(33%) _ - 
60 apercentiie E1207) 10207) 1 07h =e 
75 ener cene tc ee ee re i eet ee) sees 
Other a = Wy, a oes 


ee 


Total Orgs. Reporting 
This Range Type 5 5 5 3 - 


(100Z) (100Z) (1002) (1002) 


One company, reporting employees in the Management, Professional, 
Technical and Office categories, stated that satisfactory performing employees 
cluster "up to the 50th percentile", indicating that the centre of the cluster 
would be somewhat below the 50th percentile. 
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6% Distribution Within Ranges 


Question: Respondents were asked to show the distribution of employees 
by their actual rates of pay within the salary ranges. They 
were asked to indicate the percentage of total employees that 
were paid within certain percentile intervals, or "bands", 
within the ranges. 


Responses: 


Only two participants were able to report the data requested. 
Due to confidentiality constraints, we are unable to publish averages 
where less than three organizations report such values. 


One of the organizations that was unable to report because of 
a lack of data indicated that generally the distribution of employees 
within these ranges was a "normal distribution". This would indicate 
that the largest numbers of employees would be concentrated towards the 
middle sections of the ranges with smaller numbers being at the low 
and high extremes of the ranges. 


To provide users with some general information, the two organi- 
zations that were able to report such employee distributions indicated 
that more than 60% of their employees in each case were between the 
40th and 59th percentiles of the salary ranges. 
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Lye Salary Budget Control 


Question: Indicate what control system is used to administer salaries 
in the range. 


Responses: 
Number of Organizations by Employment 
Category 
(Z of Total Orgs. With This Range Type) 
NON- 
MG PR TECH OEE GEs sO KICE 
No formal control system CLO AS ge Oa GZOA) ue son) - 
Performance ratings only 2407) BZ GOD e207) (OL) - 
Performance rating quotas U(207 je 6207) ee Z07) - - 


Selected Control Point 

Budget standard (i.e. Control 

Point X number of employees = 

salary budget) - - ~ - _ 


Other control system C207) 2 O07) 2107) - ~ 
Total Orgs. Reporting 
This Range Type 5) 5 D 3 - 


(100%) (100%) (1002) (1002) 


One organization, reporting "Performance ratings only" for 
Management, Professional, Technical and Office employees, indicated that 
fixed percentages for levels of performance were established for the total 
organization, which included both itself and its parent company. Once these 
were determined, individual performance assessments was the only factor that 
determined the total increases granted. 


The organization that indicated its Management, Professional and 
Technical employee's increases were limited by ''Performance rating quotas", 
indicated that there were guidelines established for the percentages of the 
total population that would be average, above average, superior and below 
average. 


The organization that reported an "Other" salary budget control 
system stated that a calculation is made on the basis of an established 
percentage of payroll. The company also looks at the salary distribution of 
employees in the group to determine the control values. 


dT. 


MINIMUM TO MERIT MAXIMUM SALARY STRUCTURES 


Lots Salary Budget Control 


Question: Does the salary budget control system vary between unionized 
and non-union groups of employees? 


Responses: 


No unionized employees were covered by this salary range type 
in any of the organizations responding. 
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SALARY ADMINISTRATION IN CANADIAN INDUSTRY 
SECTION 8 
BASIC RANGE + PERFORMANCE BONUS SYSTEM 


Introduction 


This pay system was defined in the questionnaire as one having a 
salary range or a Single Rates System, as a base, in addition to which 
employees may receive a separate bonus for superior or outstanding individual 
performance. Respondents were instructed to exclude profit sharing plans, 
stock purchase plans, savings plans, etc., unless benefits from such plans 
are distributed on the basis of individual employee performance. 


Seven organizations, representing 21% of the total 34 companies 
responding to the survey, indicated that they had some employees entitled to 
performance bonuses in addition to basic salary ranges. These companies also 
completed the information on the basic type of salary range applying in each 
case and their information is included in the data reported in Sections 5, 6 
or 7 of this report. The responses to question 1 indicate the distribution 
of the basic types of salary ranges that were embodied in these basic ranges + 
performance bonus systems. 


Highlights 


@e Of the participating organizations, 212% reported that some of their 
employees were on a system which embraced both a basic salary range 
and an additional performance bonus paid when individual employee 
performance was superior or outstanding. 


@ The most frequently occurring basic type of salary range where this 
pay system applied was the Minimum - Normal Maximum - Merit Maximum 
type. In each of the four employment categories with some employees 
on this pay system, more than 70% of the organizations having this 
type of pay system reported that some of the employees entitled to the 
performance bonus had this type of basic salary range, 


@ Few companies were able to provide amounts of the bonus expressed as 
percentages of basic pay. Three organizations were able to report 
percentage values that would be paid for the highest level of perfor- 
mance. The average of these three values is 15% for the Management 
and Professional employees who achieved that level of performance. 
Four organizations reported the lowest level of performance that 
merited increase. The average of these four percentage values is 7.52%. 
These also applied only to Management and Professional category 
employees who achieved the required level of performance. Less than 
three organizations were able to report percentage values for the 
average or satisfactory performance level and for all performance 
levels for those Technical and Office employees entitled to the 
performance bonus. Due to confidentiality constraints the Bureau 
cannot publish this information. 
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BASIC RANGE + PERFORMANCE BONUS SYSTEM 


Highlights (Concluded) 


® Survey respondents indicated a variety of practices with respect to 
bonus timing. In many cases the bonuses are paid at the end of a 
fiscal year, and in some cases can be split into more than one payment, 
part of it being paid in the following company fiscal year. 


@ The performance bonuses often do not count as part of salary for any 
employee benefit. Where they do count, it is most common for them to 
be considered part of salary for pension purposes only. 


® In almost all cases these performance bonuses are paid to employees 
in a single sum. 


® Companies reported a variety of practices in budget control of the 
monies paid under these performance bonus systems. There was no 


predominant budget mechanism used. 


® In all cases, the performance bonus systems did not apply to unionized 
employees in the organizations reporting. 
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BASIC RANGE + PERFORMANCE BONUS SYSTEM 


LS Basic Range Type 


Question: Indicate the basic type of range system applying to employees, 
i.e. aside from the Performance Bonus component. 


Responses: 
Number of Organizations by Employment 
Category 
(Z of Total Orgs. With This Pay System) 


NON- 
MGT PROF TECH OFEIGE OFFICE 
A. Minimum - Normal 


Maximum Type PROVE) ARIAS NiO) GIGS): WN Lice Th Be 
B. Minimum - Normal 


Maximum — Merit 
Maximum Type CZ) Sk8387s 6-007) se 1.002 ) 


C. Minimum —- Merit 
Maximum Type 1(142) rz eerste Sor) of ee 


D. Other formal type 

of salary ranges ES = = LS Sete bak ae Peek 
E. No salary ranges - 

single rates = = er OBE Da Ze 


F. No formal salary 
ranges used - rates 
set on individual 
basis = = aa = = 


Cee 


G. Other system - - = os os 


Total Orgs. Reporting 
This Pay System 7 6 3 A. = 


ee 


(100Z) (100%) (1002) (1007) 


One organization, reporting employees in the Management, Professional 
and Technical categories indicated that the employees entitled to receive the 
performance bonuses were partly covered by ranges of the Minimum - Normal 
Maximum type and partly by Minimum - Normal Maximum - Merit Maximum type 
ranges. Most of the employees eligible under the performance bonus system 
in that organization were covered by the Minimum - Normal Maximum type of 
range. Therefore, in the above tabulation, that organization is counted twice 
for those three categories. 
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BASIC RANGE + PERFORMANCE BONUS SYSTEM 


Ls Eligibility for Bonus 


Question: Describe which employees are eligible to receive the Performance 
Bonus (e.g. levels, place in ranges, groups, types and numbers 
eligible). 


Responses: 


The responses provided by the participating companies were so 
varied that no tabulation of results is possible. The following describes 
the eligibility as reported by each of the companies. The first company 
reported that its Professional and Technical employees and the first two 
levels of its Management schedules are eligible, but, for those classes, 
the employees must first reach the maximum of the basic salary ranges. 

Its middle and senior managers are eligible regardless of their position 
in the basic range. To be eligible, all employees must be superior 
performers. The performance bonuses are authorized by the executive 
management of a division, which usually means by a Vice-President. 


The second company indicated that all salaried employees, other 
than unionized employees, were eligible for the performance bonus. This 
embraced all of the employees that the company reported in its Management, 
Professional, Technical and Office categories except for those Office 
employees who were covered by collective agreements. 


The third company reported that its Management and Professional 
employees were eligible where there was exceptional performance. It 
also noted that a maximum of 15% of the total employee population was 
eligible to receive the bonus. The fourth and fifth organizations 
indicated that all Management and Professional employees were eligible to 
receive the performance bonus providing their performance was outstanding. 


The sixth company indicated that Management personnel from a 
certain salary grade and above were eligible to receive the performance 
bonus. 


The seventh organization reported that only selected Managers 
who had "profit centre accountability" were entitled to the performance 
bonus payments. In that company the bonus pay-out is related to the 
achievement of established financial objectives. 
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3. Calculation of Bonus 


Question: Indicate how the value of the Performance Bonus is calculated. 


Responses: 
Number of Organizations by Employment 
Category 


(Z of Total Orgs. Reporting This Pay 
System) 


NON- 
MGT PROF TECH OEE ICE Se OFEICE 


%Z of employee's basic 


salary 2297 yee e575 57) ee GLOOZ) - 
% of Maximum of salary 

range —1(14%) _1(172) ~ - - 
Other method (MEST Awe = BUES Wyn ACERS) - - 


—————— 
ee eS 


Total Orgs. Reporting 
This Pay System 7 6 3 i —_— 


— ee 
_—_—_———— 


(100%) (100%) (100%) (1002) 


In several instances, the bonus calculation information reported 
indicated that the system for determining the amount of the bonus was 
relatively complex. One company, reporting eligible employees in the 
Management, Professional and Technical categories, indicated that the 
potential or maximum bonus was related to the "evaluated worth" of the 
position. The actual pay-out was related to the achievement of specific 
financial objectives. 


Another company, reporting only some of its Management employees 
eligible for the performance bonus, indicated that the fund for the bonus 
had two components. First, a "formula fund" is determined by the employees’ 
actual salary, salary grade and the number of months of eligibility. Second, 
an "incentive fund" equal to the generated formula amount may be granted. 
However, the incentive component is awarded on a discretionary basis - 
determined by each individual's performance and potential. 


A third company, reporting Management and Professional employees 
eligible for the bonus, indicated that there were no fixed limits other than 
those set by overall salary budget limitations. That is, total company-wide 
salary increases had to remain within the allocated budget. 
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BASIC RANGE + PERFORMANCE BONUS SYSTEM 
ote Calculation of Bonus (Concluded) 


Another company reporting employees in the Management, Professional 
and Technical categories as eligible for performance bonus indicated that a 
system of fixed dollar amounts applied. These fixed amounts were determined 
in advance. As an example, it indicated that for superior performance the 
first level of Management might receive $750, while the second level of 
Management might potentially receive $1000. A higher amount would apply to 
Managers at more senior levels. 
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4. Amount of Bonus 


Question: Indicate the Performance Bonus, as a % of basic salary, that an 
employee would receive for the highest, lowest and an average 
level of performance. 


Responses: 


Mean Percentages of Basic Salary Reported 


NON- 
MGT PROF TECH OEFRICE FOEPTC 


The highest level of 

performance Leys 15% * - - 

The lowest level of 

performance that 

merits an increase Vic oye Uke Bb * * - 

An average or 

satisfactory 

performance level * * * * - 

* Data cannot be published because less than three organizations 

reported values. 


Companies experienced great difficulty in providing the information 
requested. Few were able to express the bonus as a percent of basic salary 
as required by this question. The values shown for the highest level of 
performance under the Management and Professional category are the averages 
calculated from the values provided by only three of the seven participants. 
The values shown for the "lowest level of performance that merits an increase' 
are calculated on the basis of values provided by four companies for their 
Management and Professional employees. 


1 


Due to normal confidentiality constraints, the Bureau cannot provide 
values where less than three organizations provided information. 


One of the companies that was unable to provide percentage informa- 
tion indicated that the bonus was paid in fixed dollar amounts which were 
determined in advance and varied for the level of the employee entitled to 
bonus payments. . 


One company, counted in the tabulation above, was able to report 
the percentage of basic salary an employee would receive for the "lowest level 
of performance that merits an increase''. However, it was unable to provide 
any averages or any maximum bonus that would be payable. 
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aS Amount of Bonus (Concluded) 


One organization, able to provide the percentage values required 
and counted in the tabulation above, reported a standard percentage which was 
expressed on the basis of the maximum of the salary range, rather than the 
maximum of the employees' basic salary. Its size did not vary for a 
higher or lower level of performance. Once it was established that an 
employee's performance was "exceptional", that standard percentage of his 
salary range maximum was paid. The percentage value was taken into account 
in the above tabulations even though it was not a percentage of "basic 
salary". Users of the values in the above tabulation should bear this in 
mind. 


One company was unable to report under this question because its 
bonus policy had no fixed limits. 


Another company had a detailed method of calculating bonus size, 
with the final values being discretionary as determined by the employee's 
performance and potential. Thus it was unable to report any values under 
this question. 


One company, counted in the above tabulation as having reported a 
"lowest" and "highest", could only report that the percentage would vary, 
depending on classification level, between the two percentage values reported 
and used in our calculations. It was unable to provide information on average 
percentage bonus. 


Only one organization was able to provide all three values for its 


bonus system. In that case the system applied to employees in the Management, 
Professional and Technical categories. 
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Ds In-Range Increases and Bonuses 


Question: Are the in-range increases and the employee's Performance 
Bonuses separately identified to the employee? 


Responses: 


Yes - separately identified 
No - blended increases 


Total Orgs. Reporting 
This Pay System 


Number of Organizations by Employment 
Category 


(% of Total Orgs. With This Pay System) 


NON- 
MGT PROF TECH OPELCE | OEPILCE 


7(100Z) 6(100Z%) 3(100Z) 1(1002) = 


a 


ee 


eee 


(100Z) (1002) (1002) (1002) 
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BASIC RANGE + PERFORMANCE BONUS SYSTEM 


Oy Bonus Timing 


Question: Where in-range increases and Performance Bonuses are granted 
on the same date, indicate when the increase is granted. 


Responses: 


Number of Organizations by Employment 
Category 


(% of Total Orgs. With This Pay System) 


NON- 
MGT PROF TECHS) OF EI CERROERICE 


The same increase date 
applies to all employees 20292)" 926332) 2 1(332) - - 


eee 
SUE 


The employee's increase 
applies on his anniver- 
sary date - ~ - - - 


SUE 
ee 
ee 


Another practice applies ~ ~ = = = 
Total Orgs. Reporting 
This Pay System 7 6 3 1 = 


—_—_—_— ee 


(100%) (100%) (100%) (1007) 


Questions 6 and 7 should be looked at together. Under question 6 
respondents were asked to report in cases where the in-range increases were 
granted on the same date as the performance bonuses. Under question 7 they 
were asked for the practices where the in-range and the performance bonuses 
were granted on different dates. 


Under question 6 all respondents indicated that it was their 
practice to provide in-range and performance bonuses on the same date and that 
the same increase date in such cases applied to all employees. 
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oe Bonus Timing 


Question: Where in-range and Performance Bonuses are granted on different 
dates, indicate when the bonus is granted. 


Responses: 


Number of Organizations by Employment 
Category 


(Z of Total Orgs. With This Pay System) 


NON- 
MGT PROF TECHIES OF PI CES EOFEICE 


Bonus granted on the same 
date for all employees 3(43A) Pe 2h 332) - - os 


Bonus granted on the 
employee's anniversary 
date = = = 2 A. 


Another practice applies 24297). 12 (337 )1 0-267 A) er00Z) ~ 
Total Orgs. Reporting 
This Pay System 7. 6 3 i - 


(100Z) (1002) (1002) (1007) 


Note that questions 6 and 7 should be examined together. Under 
question 7 companies indicated that their practice was to grant the in-range 
increases and the performance bonuses on different dates. 


Only two organizations indicated that "another practice" applied. 
The first of these reported that reviews for the purpose of determining 
performance bonus eligibility were held semi-annually in May and October. 


The other organization indicated that performance bonuses may be 
given at any time. It gave the example of an employee who, 9 months into 
the salary year, had been performing in a clearly superior manner and the 
division had money remaining in its salary budget. In such a case, a 
performance bonus could be awarded. In another case, where an employee is 
working on a project that will not be completed until the next salary year, 
the granting of a performance bonus can be delayed until the project's 
completion. 
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8. Bonus Forming Part of Salary 


Question: Indicate for which benefits, if any, the Bonus forms part 
of basic salary. 


Responses: 
Number of Organizations by Employment 
Category 
(% of Total Orgs. With This Pay System) 
NON- 
MGT PROF TECH OFFICE OFFICE 
Pension 3(43Z%) 936502) an2(622) - - 
Group life insurance wGLGZ) SIG Ze 2337) - ~ 


ee 


Long-term disability 
insurance LCI4Z) CZ) SECS 32Z) - - 


ee 


Other Benefits - oS me = ie) 
Not part of salary for 
any benefits 4(€57%) 3(50Z) ~163327) 101607) ~ 
Total Orgs. Reporting 
This Pay System 7 6 3 a - 


ee 


(100Z) (100%) (100%) (1002) 


In about half of the organizations, the bonus does not form part of 
an employee's basic salary for the calculation of any other benefits. Where 
it does count as salary for any benefit, it is usually for pension purposes. 
Only one organization indicated that the bonus forms part of an employee's 
basic salary for the purpose of group life insurance and long-term disability 
insurance. 
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BASIC RANGE + PERFORMANCE BONUS SYSTEM 


oF Method of Payment 


Question: Indicate how the Performance Bonus is paid. 


Responses: 
Number of Organizations by Employment 
Category 
(%Z of Total Orgs. With This Pay System) 
NON- 
MGT PROF TECH OFFICE OFEICE 
Single lump sum 6(86%) 6(100Z%) 3(100Z) 1(1002) ~ 
Payments spread over 
12-month period = ~ _ - = 
Payment may be deferred 
to a futuretyear - _ - - - 
Method varies at 
employee's option - - ~ ~ ~ 


a 


Other method 1(142) ~ - - ~ 
Total Orgs. Reporting 
This Pay System 7 6 3 if - 


eT 


(100Z) (1002) (1002) (1002) 


Only one organization indicated that the performance bonus was not 
paid in a single lump sum. That company reported a practice in which an award 
of $10,500 or less was paid in the April following the "award year" (the 
calendar year). An award of $10,000 to $19,999 was split into two parts with 
$10,000 paid in the April following the award year and the balance in January 
of the following year. If the award was over $20,000 it was paid in two equal 
instalments, one in April following the award year and the second part in the 
following January. 
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LO: Bonus Budget Control 


Question: Indicate what control system is used to administer the Performance 
Bonus system. 


Responses: 
Number of Organizations of Employment 
Category 
(Z of Total Orgs. With This Pay System) 
NON- 

MGT PROF TECH OF PTC Ee On Ce 
No formal control system PEl4Z): CUTZ) —al633Z)sehGL007) - 
Performance ratings only 2G297% meen Ooh) ee G33) - ~ 
Performance rating quotas IK GW PGT bey) - - - 


ae eS 


Selected Control Point as 

budget standard (i.e. 

Control Point X number of 

employees = Bonus budget) = - - - = 


eee 


Normal Maximum as budget 


standard UCI4Z) BLCLZ) Fes) ~ - 
Merit Maximum as budget 

standard = = = = pati ae 
Other 3°43) pee (337) - - _ 


ee 


Total Orgs. Reporting 
This Pay System 7 6 3 1 = 


eee 


(100 7)" 007). (1007) 88.61007) 


A variety of budget control systems, including one organization that 
had no budget control, applied in the organizations reporting these pay 
systems. No single bonus budget control system predominated. 


One organization, that reported an "Other" type of control, had a 
detailed calculation method to determine the amount of the performance bonus. 
However, even the calculated entitlement could be varied on a discretionary 
basis determined by an individual's performance and potential. This organiza- 
tion reported only Management employees eligible for the bonus. 
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BASIC RANGE + PERFORMANCE SYSTEM 


10. Bonus Budget Control (Concluded) 


Another company reported that the budget control system was the 
limits of the total salary budget. In this case the total budget allocation 
for salary increases could not be exceeded, regardless of how the money was 
paid. That is, amounts not paid in regular salary increases would be 
available for the performance bonus budget. 


The other organization, reporting that the performance bonus system 


applied to employees in its Management and Professional categories, indicated 
that a control percentage of payroll value was used. 


Lic Salary and Bonus Budgets 
Question: Indicate if the salary and Performance Bonus budget control 
systems vary between unionized and non-union groups of 


employees. 


Responses: The performance bonus plans did not apply to unionized 
employees in any of the organizations responding. 
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SALARY ADMINISTRATION IN CANADIAN INDUSTRY 
SECTION 9 
GEOGRAPHIC PAY DIFFERENTIALS 


Introduction 


The objective of this section of the questionnaire was to obtain 
information on organizations' practices in setting compensation rates for 
employees working at different locations in Canada. Provision was made for 
companies to report when they paid different rates for the same jobs at 
different geographic locations, as well as when they applied company-wide pay 
scales for individual classification levels in a different manner dependent on 
the employee's work location. When participants reported different rates by 
location, additional information was sought during follow-up telephone calls 
on the methodologies used to establish these differentials. A description of 
the methodologies is presented beginning on page 192. 


Highlights 


® Sixty-five percent of the organizations surveyed had provision to pay 
some classes of employees different rates of pay at different locations 
across Canada. Such practices were most prevalant in classes comparing 
to the Office and Non-Office categories as defined in the questionnaire. 
However, there were also a significant number of organizations paying 
different geographic rates for employees comparing to the Technical 
category. Most organizations had company-wide or national pay scales 
for employees in the Management and Professional categories. 


@ Responding companies experienced great difficulty in reporting the 
number of employees paid different rates by location and the size of 
the pay differentials between locations, The information on these 
items in this report should be used with some caution. 


@ Where geographic pay differentials were reported, organizations were 
heavily influenced in setting these differentials by data reported in 
surveys. This included both surveys conducted by the organizations 
themselves and by other survey organizations. 


@® Where company-wide pay scales applied, most companies made no provision 
for any different treatment within those scales for employees at 
different geographic work locations. 


@® In responding to the questions on transfers, the majority of organiza- 
tions reporting employees on company-wide pay scales indicated that pay 
increases were received on the majority of transfers. Where employees 
were paid on a system of geographic pay differentials the largest 
number of organizations reported that there were rarely any employee 
transfers for these classes. 
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GEOGRAPHIC PAY DIFFERENTIALS 


Highlights (Concluded) 


@ There was no single predominant methodology followed in establishing 
the geographic pay differentials. The most frequent practice was the 
establishment of a baseline rate for some of the companies' locations, 
with a differential paid for the same classes of employees at other 
specified locations above or below the baseline rate. These differ- 
entials depend on community pay rates and costs of living. 
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GEOGRAPHIC PAY DIFFERENTIALS 


be Different Rates by Location 


Question: Indicate where different rates or ranges apply in different 
geographic locations, 


Note: Respondents were instructed to include cases where basic company-wide 
or Canada-wide pay rates or ranges are supplemented by additional pay 
rates in certain areas, which may or may not be part of employees' 


basic pay. They were told to exclude additional pay for work at 
remote or isolated locations. 


Responses: 


Numbers of Organizations by Employment 
Category 


NON- 
MGT PROE i LECH ApOEEICE (OFEICE 


Number Reporting Geographic 

Differentials 8 fi re 20 20 
%Z of Total Organizations 

Reporting by Category 247 21% 427, 592 Ga7 


Of the 34 organizations responding in the survey, 22 (65%) reported 
that some of their employees were paid different rates for the same jobs at 
one or more of their work locations. Only one company reported that all of 
its employees were at one work location. 


One company reported company-wide pay scales at this time, but that 
it was considering paying higher rates at a new establishment to be opened in 
LOG 


One firm reported higher rates for Management and Professional 
employees at one of its work locations which may originally have been based 
on a northern or isolated allowance principle. However, at present the 
differential for employees at that one work location continues, and the organi- 
zation is treated under this questionnaire as having a geographic pay 
differential. 
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GEOGRAPHIC PAY DIFFERENTIALS 


Vas Number of Employees Affected 


Question: Indicate the number of employees to whom the different rates by 
location apply. 


Responses: Users of the data reported under this question are cautioned 
that the Bureau experienced considerable difficulty in obtaining 
information on numbers of employees affected by geographic 
differentials. The information reported below is based on what 
was available from the reporting companies. Many organizations 
stated they were reporting rough estimates only. 


A. Total Employees Paid Different Rates by Location 


All Employment 
_Categories _ 


Number of Employees Paid on 
Geographic Pay Differential 
Systems* 158,402 


Total Employment of Organi- 


zations With Some Employees 
on Geographic Pay Differential 


Systems* 234,744 


% on Geographic Pay Systems 67.52 


B. Proportion of Employees on Geographic Pay Differentials 


% of Total Organization's Number of 
Employment on Geographic Organizations* 
Differential Systems 
0 - 192 5 
202 ~ 39% = 
402 - 592 2 
607 - 79% 6 
80Z ~ 100Z 6 
Total 19 


* Limited to the 19 organizations able to report numbers of employees paid 
different rates by location. 


178 


GEOGRAPHIC PAY DIFFERENTIALS 


2. Number of Employees Affected (Concluded) 


As was mentioned in Section 1 of this report many companies respond- 
ing to this survey experienced difficulty in providing a breakdown of their 
employment in terms of the five categories identified in this questionnaire. 
As a result, it is considered impossible to report on the numbers of employees 
on geographic differentials by occupational category. 


Instead we have adopted the approach of comparing the number of 
employees on different rates by location with the total employment of the 
companies that were able to report numbers under this question. Only 19 of 
the 22 companies with some employees on geographic pay differentials were 
able to report numbers affected. Tabulations A and B on page 178 represent two 
ways of presenting the available data. 


Although the Bureau would classify the responses to this question 
as informative, we would caution data users that they should not interpret the 
results shown above as precise measurements. This is one of the cases, 
mentioned in Section 1, where we are trying to make available the maximum of 
potentially useful detail consistent with protecting the confidentiality of 
individual returns. 


As one example of the difficulty in interpreting the responses to 
this question, where a company paid only one or two locations different rates 
from those applying to other company locations, only the numbers of employees 
at those locations were reported as being on "different" rates. In other 
cases where employees at many locations were on different rates, the number of 
employees in the whole category was reported as being paid varying rates. It 
can be argued that either of these types of responses answers the question 
most correctly. 
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GEOGRAPHIC PAY DIFFERENTIALS 


3% Size of Differentials 


Question: Describe the magnitude of the pay differentials between the 
various geographic locations. 


Responses: 


Numbers of Organizations by Employment 


Category 
Maximum Size (% of Total Orgs. Reporting Different 
of Differentials* Rates by Location) 
NON- 
MGT PROF TECH OFFICE OFFICE 
OY (eee x _2(25%) _2(29%) _2(15%) _3(152) _2(1oz) 
6% - 10% _4(50%) _4(57%) _3(23%) _7(35%) _4(202) 
11Z 0 - = 15% ee ey SOs wit Ph ee eee ay 
162 - 20% A eT. IC Ree ee 
21% - 25% BS es poi e  e 
262 - 30% Se RE SST Be SE eee CLO) 
$ amounts only reported wANGIByS) = 2S. 3631057) OR Se 
Could not report magnitude BECERRA)" SUCI4EZ) = 97547) 7 C5 Aa S52) 


Total Orgs. Reporting 
Different Rates by Location 8 7 108) 20 20 
(1002) (1002) (1007), .(100Z)) ~G@i00Z) 


*Maximum spread between lowest and highest rates for same level. 


Many of the survey respondents did not have information on the size 
of the differentials from lowest to highest rates on a company-wide basis. 
This was particularly the case where the rate differentials were due to 
negotiations with separate bargaining units at different locations across 
Canada. Users of this information are cautioned that a number of companies 
provided what were indicated to be rough estimates of the size of the 
differentials. 
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GEOGRAPHIC PAY DIFFERENTIALS 


A’ Reasons for Differentials 
Question: Indicate the reasons for variable geographic rates. 


Responses: Most organizations reported that more than one factor was 
considered. In the following table the number stating that a 
factor was considered is expressed as a percentage of the total 
organizations reporting geographic pay differentials for each 
category of employees. 


A. All Reasons Indicated. Numbers of Organizations by Employment 
Category 


(% of Total Orgs. Reporting Geographic 
Differentials in Category) 


NON- 
MGT PR Ore CH em OPE Cpa Orla CEs 
"Cost-of-Living"' differences 4(50Z) 30437) 3 (237) 4207) 4207) 
Pressures of local labour 
market 4(50Z) LSA) ad (O14) be (602) 69 (454) 
Pay differentials reported by 
- survey organizations 3( 382) 3437) 8622) 6100502) — 5(252) 
- own company surveys 5632) SUGUVAY aN Gpya) vibe Sy sake Ey) 
Recruiting and Retention OL ay) 20297) 8 C237) 983 57) 2 3 152) 
Divisions or component 
parts of company develop 
own pay structures = ~ 1(8%) 1( 52) 1 Gay) 
Other - - 1(8Z) LCSZ) 4(202) 


Total Orgs. Reporting 
Differentials 8 7 LS 20 20 


(1002) (100%) (100%) (100Z%) (1007) 


Of the companies reporting under the "Other" response, the four 
organizations under the Non-Office category reported that rates were set by 
separate negotiations with unions. The organization reporting an "Other" 
practice under Technical and Office, indicated that rates for these classes 
are set on the basis of internal relativities with rates negotiated by unions 
for its Non-Office category. 
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4. Reasons for Differentials (Continued) 


The above table indicate 


s all of the reasons reported by the organi- 


zations for establishing Geographic Pay Differentials. In the B tabulation 


which follows those companies that 


were able to identify primary factors 


considered in establishing the differentials are presented. 


B. Primary Reasons. 


"Cost-of-Living" differences 


Pressures of local labour 
market 


Pay differentials reported by 


~ survey organizaticns 
—- own company surveys 
Recruiting and Retention 
Divisions or component 
parts of company develop 
own pay structures 
Other 


No primary reason reported 


Total Orgs. Reporting 
Differentials 


Most organizations were 
importance in their establishment 


Numbers of C~ganizations by Employment 
Category 


(Z of Total Orgs. Reporting Geographic 
Differentials in Category) 


NON- 
MGT PROF TECHS VOPEICE VOERICE 


3 (382) 2UZ90)  EUSe) L524) 2(102) 


2252) Z2(297) PSL) 150) a 20n) 


1(132) 24297) a2 C152) meee LO) eee) 


ee 


1(132) 5 AC312) #06307 )2603507) 


SS ny 


Jorhat le = 1(82) 1(5Z) 3(152) 


1(132) 1(14%) _2(15Z) _3(152),.4(202) 


8 ZL 13 20 20 
(1002) (100%) (100%) (100%) (1002) 


able to report one factor as being of primary 
of varying pay rates by location. 
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ie Reasons for Differentials (Concluded) 


Of those organizations responding "Other", the three under Non-Office 
indicated that rates were established in separate negotiations with unions at 
various locations. The organization responding "Other" for its Technical and 
Office employees indicated that rates at separate locations are based on 
internal relativities with negotiated rates for Non-Office employees at those 
locations. 
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5. Pay Differences Under Company-Wide Scales 


Question: Where single company-wide pay schedules apply do you recognize 
geographic pay differences? 


Responses: ; 
Number of Organizations by Employment 


Category 
(% of Total Orgs. Reporting by Category) 


NON- 
MGT PROF TECH" OFEICE * OFEI CE 
Placement in a different 
range in the company-wide 
salary schedule 


ee 


Placement in different parts 
of the company-wide salary 
ranges, e.g. employees in 
high rate areas paid in the 


top segment of range DLO Cl) es Co) ZO) aA) 
Other accommodation within 
company-wide schedules NES) EC3%) ~ - = 


No different treatment 
based on geographic work 


location 21627) 210642)" ti Oo27 eile G38 ae eo 

Not applicable, employees 

at only one work location LC32) 1(3Z) Le) L@3A) 2 (62) 

Not applicable, rates vary 

by geographic location 6(18Z) 25157) 12667)" 1837) 19 Ce) 
Total Organizations Reporting 34 o\6) a 34 SE! 


Cee ieeneineeneeeesesstn ee ee ee cs 


C1002)" (1002) = 5( 1007 a" C1007 ss scrad 


Not all participants that reported varying rates by location for 
a category of employees under question 1 responded "not applicable, rates 
vary by geographic location" for that category in question 5. 


Two organizations reported two different policies for separate 
groups in the Technical category. For this reason the number of organizations 
under the Technical category adds to two more than the total number of organi- 
zations reporting under this category. 


One of these two companies had a policy of "no different treatment 
based on geographic work location" for some Technical employees and "...rates 
vary by geographic location" for the rest. We have counted both responses 
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5% Pay Differences Under Company-Wide Scales (Concluded) 


in the above tabulation. The other organization reported some Technical 
employees on varying rates and the practice for the rest was "placement in 
different parts of company-wide salary ranges...". Again, both responses 
are counted. 


Three organizations that indicated that they paid different rates 
by geographic location for one or more occupational categories, also had a 
policy of company-wide rates for the majority of their employees in those 
categories. Therefore, they gave one of the other responses under question 5. 
This applied to two organizations responding in the Management category, two 
in the Professional, one in the Technical, two in the Office and one in the 
Non-Office. In each case these companies only paid different rates at a small 
number of work locations. Most of their employees in each category had 
company-wide pay scales. 


One of these three companies stated that different rates applied 
only to a small number of its Office employees all of whom were in one location. 
Therefore, under question 5 it indicated that its general policy for the 
Office category was "placement in different parts of the company-wide salary 
ranges...''. The second firm reported that different rates by location applied 
to employees in all five occupational categories at only one of its branch 
offices. It stated under question 5 that it, too, had the general policy of 
"placement in different parts of company-wide salary ranges..." for its 
employees in all categories. 


The third organization, which reported different rates by location 
for Management and Professional employees, stated that this practice applied at 
only one location. Apparently, this was the continuation of what had originally 
been a northern or isolated allowance when the operation was originally 
established there. Under question 5 it responded “other accommodation within 
company-wide schedules" as its general policy. The company pays a percentage 
differential for Management and Professional employees at this one work 
location. 


is 


GEOGRAPHIC PAY DIFFERENTIALS 


6. Transfers - Where Company—Wide Scales Apply 


Question: Do transfers of employees from one location to another usually 
provide pay increases to the employees? 


Responses: 


Number of Organizations by Employment 
Category 


(%Z of Total Orgs. Reporting Company- 
Wide Scales) 


NON- 
MGT PROF =TECH  =@0-PI OFFICE 


Rarely any employee transfers 1(42) 2 (82) 2:(10Z)* £4(297) 40362) 


Pay increases usually 
received on majority of 


transfers 16(62Z) 15(582) 10(50Z2) _5(362) 3 


Other financial inducements 
provided on majority of 
transfers - - - - - 


No pay increases on majority 


of transfers 4(15Z%) ©4(15Z2)427 3152) ©S C212) 832687) 
No connection between 

transfers and pay increases 602848 16 (235 /ie 625 Dan 32 eee a) 
Only one work location 147) 1(42) 1(5Z) LGIZ) 2.CE87Z.) 


Senne 


Total Orgs. Reporting 
Company-Wide Scales 26 26 20 14 Lehi 


Le 


(100Z) (100Z) (1002) (100Z)"5.G1007) 


In the above tabulation, the numbers of organizations responding 
under each of the responses is expressed as a percentage of the total number 
of organizations reporting company-wide pay scales. Some organizations gave 
more than one response to this question for the same occupational category. 
For example, one firm, reporting under the Management and Professional 
categories, indicated that while there were "rarely any employee transfers", 
where these transfers occurred the second response, "pay increases usually 
received on majority of transfers", normally applied. 
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6. Transfers - Where Company-Wide Scales Apply (Continued) 


Note that for two organizations which had two practices applying to 
distinct classes of Technical employees -- one group on company-wide rates, 
the other on varying rates by location -- we counted the responses under both 
questions 6 and 7. And we have counted these respondents both as having 
company-wide scales under question 6 and different rates by location under 
question 7 for their Technical categories. 


One organization reporting for Management, Professional and Technical 
employees indicated that where the employee wished to be relocated, no increase 
would apply. However, where the company initiated the action to transfer the 
employee, a pay increase would be normal practice. This response was counted 
as "pay increases usually received on majority of transfers"' in the above 
table. 


One company responding under this question for its Management and 
Professional employees indicated that there was "no connection between 
transfers and pay increases", unless there was a promotion. It also stated 
that most transfers from one location to another were promotions. This organi- 
zation was counted as responding "pay increases usually received on majority 
of transfers" under the Management and Professional categories in the above 
table. 


However, there were four organizations giving responses under 
question 6 that are not included in the tabulation above. They reported 
different rates by location under question 1 of this section for one or more 
employment categories, but also have significant numbers of employees in those 
categories on company-wide pay scales. These respondents did not indicate 
that the differing practices applied to distinct classes of employees within 
those categories. If they had done so, we would have counted them as having 
two different practices in the affected categories. 


Instead, for clarity in reporting, the responses by these four 
organizations, for the categories under which they reported both company-wide 
scales and different rates by location for the same classes, are presented in 
the supplementary tabulation below. Users of this report may decide to add 
these responses to the data reported in the first tabulation under question 6. 


Organizations With Different Rates by Location That Also 
Reported Under Question 6 for Employees on Company-Wide Pay Scales 


for the Same Occupational Categories 


Number of Organizations by Employment Category 


NON- 
Responses Under Question 6 MGT PROF TECH OFFICE OFFICE 
Rarely any employee transfers - - - 1 1 
Pay increases usually received 
on majority of transfers 3 a! 1 i 1 


GEOGRAPHIC PAY DIFFERENTIALS 


ae Transfers - Where Company-Wide Scales Apply (Concluded) 


We do not want to imply that these responses were incorrect. The 
responding organizations have some employees in these categories who are on 
company-wide scales, as well as the ones reported on different rates by 
location. We hope that presenting these responses separately will be of 
assistance to users of the data. 


Responses by these four companies are contained in the data reported 


under question 7 which asked for the same information as question 6 where 
different rates by geographic location applied. 
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We Transfers - Where Different Rates by Location Apply 


Question: Do transfers of employees from one location to another usually 
provide pay increases to the employees? 


Responses: 
Number of Organizations by Employment 
Category 
(% of Total Orgs. Reporting Geographic 
Differentials) 
NON- 

MGT PROF TECH® FOREICES OFFICE 
Rarely any employee transfers 1(13%) 1(14%2) 6(462) 12(60Z%) 13(652) 
Pay increases usually 
received on majority of 
transfers 6p.) wan 07 17g (50387 eh (307 meme) 
Other financial inducements 
provided on majority of 
transfers - - - ~ - 
No pay increases on majority 
of transfers 2257) eed 29 Dee 157) eee LOZ) 2 (407) 
No connection between 7 fh ri 
transfers and pay increases (SZ) iG 2) 
No policy reported ~ - - ~ LCS) 


Total Orgs. Reporting 
Geographic Differentials 8 Yi th) 20 20 


LS eet 


(1007) (1007), ((41007Z)5 4 G1007)4561007) 


Some organizations provided more than one response under this question 
for the same category. One organization was unable to report any policy for 
employees in its Non-Office category. 


One organization reporting for Office and Non-Office employees 
indicated that where employees themselves request a transfer no increase would 
be provided. However, when the company initiates the action to transfer the 
employee, then the normal practice would be to provide a pay increase. This 
response was counted as "pay increases usually received on majority of 
transfers" in the table above. 
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& Transfers —- Where Different Rates by Location Apply 


Question: Indicate where a different practice (from that reported in 
Question 7 above) applies to employees transferred to a location 
with a lower rate of pay or range compared to those moving to a 
higher paid location. 


Responses: 


Number of Organizations 
Reporting a Different Practice i - - 2 a 


% of Total Orgs. Reporting 
Geographic Differentials 132 - - 10Z 52 


One organization, reporting on employees in the Office and Non-Office 
categories, indicated that there was a different policy if the employee was 
transferred to a lower paid area. This organization reported "no connection 
between transfers and pay increases" under question 7 for these two categories 
and stated that an increase would only be granted if the employee moves to a 
higher paid zone. 


By way of explanation the company noted that the difference in 
policy was that no increase would be granted at the next review date to an 
employee who moved to a lower paid area. The employee would be frozen at his 
current rate. At the subsequent review date he would move to the next step in 
the range for his new zone. The differences between zone rates within the 
company were relatively small, normally permitting the range for a level in 
the new zone to catch up to the employee's range, that applied in a higher paid 
area, within one year. 


The second company, which reported employees only under the Management 
and Office categories, stated that where employees are transferred to a lower 
paid area, the difference between the rates at both locations is subtracted 
from any promotion increase granted. Under question 7 it reported "pay 
increases usually received on majority of transfers" for Management and 
"rarely any employee transfers" for its Office employees. 


Two other participants, not counted in the above tabulation, offered 
narrative comments that may be of interest. 


One organization reported that, while there would be no change in 
actual pay, the employee would be assigned to the new salary range applying 
for the new location. This firm reported "pay increases usually received on 
majority of transfers'’ under question 7. These practices were reported under 
questions 7 and 8 for the organization's Management, Professional, Technical 
and Office employees. 
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eh: Transfers - Where Different Rates by Location Apply (Concluded) 


No different established policy was identified, but one organization, 
reporting for Management, Professional, Technical and Office employees, stated 
that the pay practice on transfers to a lower-paid location varies with 


individual circumstances. This company reported "pay increases...on majority 
of transfers" in question 7. 
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Methods Used to Set Geographic Pay Differentials 


While no specific question was asked on the printed questionnaire, 
each time an organization indicated that it had some employees on different 
rates by location, the Bureau attempted during subsequent telephone discussions 
to obtain information on the methods used to set the different rates. We 
found it very difficult to categorize the types of methods used. The table 
on page 193 is an attempt to group together the different methods used. 


We caution data users that there are often overlaps between the 
methodologies reported by organizations. The grouping in this table was 
usually done on the basis of brief telephone conversations with the survey 
respondents and therefore the results should be used with caution. 


In particular we had difficulty separating two of the groupings 
shown. Those companies that established a baseline rate first and then 
adjusted each location's rates as a percentage differential from the baseline 
were, in several cases, not very different from those companies that 
established zones on the basis of grouping together work locations with 
comparable rates and costs. In both cases the rates at particular locations 
were normally determined on the basis of survey data and examined in relation 
to rates and costs at other work locations. 


The approach used in differentiating between these two categories 
for our purposes was based, in most cases, on the oral report made by the 
company to us during the telephone discussions. If the company indicated 
that it had established zones across the country which grouped together 
cities with comparable rates and costs, then we assumed this was the primary 
basis for the geographic rate determination. If the company indicated that 
as a first step a baseline rate was established and then each of the work 
locations’ rates and costs were looked at in terms of that baseline, we 
assumed that the baseline with differential approach was the basic concept. 
Note that under the baseline with differential approach, rates can be either 
above or below the baseline scales. 


In the case of one company we did not feel that the information 


provided allowed us to make any decision as to the methodology used in 
establishing the pay differentials. 
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Methods Used to Set Geographic Pay Differentials 


Different collective 
agreements 


Based on relativity to 
negotiated rates under 
different collective 

agreements by location 


Local management sets 
rates 


Different rates for 
every location based on 
community rates — No 
relativity between rates 


Baseline established and 
each location's rates 
set as a % differential 
from baseline rates 


Zones established - 
either on geographic 
region basis or grouping 
together work locations 
with comparable rates 
and costs 


Methodology not reported 


Total Orgs. Reporting 


Geographic Differentials 


Number of Organizations Reporting Geographic 


1(132) 


SOs) 


1(132) 


8 
(1002) 


193 


Differentials by Category 
(% of Total Orgs. by Category) 


NON- 
PROF TECH OFFICE OREICE 

= = = 6(302) 

cs 1(82) I Cay) - 

- VA Gy) 5157) 2 (102) 
1(142Z) ZElSZ) 2107) 2(102) 
6(862) 6 (462) 8 (402) 7(352) 

= 2(152) 5( 254) 2 (102) 

<= - 152) 1(52) 
7 13 20 20 
(1002) (1007) (1007) (1002) 
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SALARY ADMINISTRATION IN CANADIAN INDUSTRY 
SECTION 10 
SALARY ADMINISTRATION - GENERAL 


Introduction 


This section of the questionnaire sought information on some other 
aspects of organizations' salary administration policies. Companies were 
asked to report on such elements as promotion increases, changes in the 
relationships between internal and external rates paid for a specific 
occupation, "red circling" policies, numbers of pay schedules and ranges, 
determinants of pay schedule adjustments and what survey data was used. 


Highlights 


@ Employers reported a wide variety of practices being used to determine 
the size of increases that employees receive on promotion. For 
Non-Office employees the most frequent practice was to pay employees 
the rate for the job, where single rates applied, and at the Minimum 
of the range where salary ranges applied. For the remaining four 
employment categories the practices were more varied. Ina majority 
of cases, employees were entitled to be paid at least at the Minimum 
rate of the new range. However, there were normally additional 
provisions such as a guaranteed minimum increase or, in some cases 
where the size of the increase was determined by managerial discretion, 
an established maximum percentage increase. 


@ When external market rates for a particular occupation are found to be 
significantly higher than company rates, responding organizations 
reported a variety of actions that would be taken. For employees in 
the Non-Office category, the highest number of organizations reporting 
a single practice indicated that no action would be taken during the 
term of the existing agreement. For the other employment categories, 
two responses that were frequently given were that companies would 
revise their job evaluations or would create unique salary schedules. 
Significant numbers of other organizations in these four categories 
(i.e. other than Non-Office) also indicated they had flexibility in 
their administration of salary ranges in such instances to permit 
faster than normal progression within the ranges or easier access to 
higher sectors of their ranges in such situations. 


@ In the reverse situation, where external market rates for a specific 
occupation are found to be significantly lower than company rates, 
a large number of organizations indicated that they would take no 
action. Several other organizations indicated that they had no 
established policy for such an eventuality, with many noting they 
had never encountered this situation. Where action would be taken and 
where a policy existed, for the Non-Office employees the most frequent 


LOD 


SALARY ADMINISTRATION —- GENERAL 


Highlights (Continued) 


response was that rates were fixed during the term of a current 
collective agreement and the matter would be raised in the subsequent 
round of negotiations. For employees in the other four employment 
categories, where management has a policy and would take some action, 
the most frequently reported action would be to reduce the pace of 
in-range progression. The next most frequent response was that 
companies would revise their job evaluations in such situations. 


@ When an employee's job is "red-circled", that is when the job no longer 
merits its present rate or range, responding organizations indicated 
a wide variety of practices which would be followed to bring the 
employee's rate in line with the rate for the new level. The most 
frequently reported practice for employees in the Management, 
Professional, Technical and Office employment categories was the 
granting of partial salary increases. For Non-Office employees, 
companies most frequently reported that managerial discretion was 
applied in each individual case. Many of the organizations reporting 
specific established policies also stated that managerial discretion 
would determine the action taken in every individual case. Other 
frequently reported policies were that the employee's rate would be 
frozen until the range for the new pay level catches up and that the 
salary rate or range would only be reduced after the employee vacated 
the. job. 


@® Regarding the number of pay schedules, the most frequent response under 
each of the five employment categories was that only one pay schedule 
applied to all employees in that category. That situation applied to a 
majority of organizations under the Management, Professional and 
Technical categories but to less than half of those reporting Office 
and Non-Office employees. The number of schedules applying to Office 
and Non-Office employees varied widely, with some employers of Non- 
Office classes being unable to report the number of schedules because 
of the large numbers involved. 


@® Within those schedules, a significant number of organizations were 
unable to report the average number of salary ranges per schedule. 
Some of those organizations were on a "dollar per point" range system 
under which a separate range applies to every job. 


@® In the 34 participating organizations there are 25 cases in which 
single schedules apply to employees in more than one of the employment 
categories used in this survey. Some organizations reported more than 
one separate case of overlapping schedules, such as its Management and 
Professional employees being on one schedule and another single 
schedule for its Technical and Office employees. The most frequently 
reported cases of salary schedules that overlapped two or more 
categories occurred between the Management and Professional categories. 
Seven (21%) of the 34 participants reported that practice. The next 
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Highlights (Concluded) 


most frequently reported situations were for schedules to overlap the 
Management, Professional and Technical categories or for single 
schedules to overlap the Management, Professional, Technical and 
Office categories. Each of the latter two practices was reported by 
five (15%) organizations. 


@ A relatively small number of organizations reported separate pay 
schedules applying to individual occupations within the categories of 
employment identified in the questionnaire. In each of the employment 
categories, less than 20% of the organizations reported the existence 
of such separate pay schedules. The most frequently reported classes 
on separate schedules were ones in the computer systems field. These 
include Computer Systems Analysts and Programmers as well as Data 
Processing support personnel. 


@® The responding organizations indicated that they studied a wide range 
of factors to determine the size of their pay schedule adjustments. 
The most frequently referred to factors were pay levels in both the 
community and the industry, the size of pay increases in the community, 
the industry and in Canada, and movements in consumer prices. Many 
organizations were unable to report the primary factors considered 
in their pay schedule adjustment determination. In many instances, 
these companies considered several factors as being of equal importance 
in their decision-making process. 


@ Pay Research Bureau data is used by a significant percentage of the 
organizations participating in this suryey to determine the compensation 
levels of employees in the Management, Professional, Technical and 
Office categories. About 30% of the responding organizations indicated 
that they also use the Bureau's data for their Non-Office workers. 


@® Where PRB data is used, most responding organizations indicated that 
they used it both to assess general trends and as one of several data 
sources for setting compensation rates. 


@ Thirty-one of the 34 participating organizations also reported using 
survey data from sources other than the Pay Research Bureau. Of these, 
14 indicated that they conducted their own surveys for some or all of 
the occupational categories employed. Some of these 14 organizations 
also reported using surveys conducted by other survey facilities. 
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lee Promotion Increases 


Question: Indicate the pay increase, if any, that employees generally 
receive on promotion. 


Responses: 
Number of Organizations by Employment 
Category 


A - All responses (% of Total Orgs. Reporting in Category) 


NON- 
MGT. PROF TECH. OFRICE sOFEICE 
No increase, employees paid 
same rates i.e. employees 
only change ranges - - ~ - - 


a 


Paid at minimum rate of 


new range \ SokO oi enue pune yaks nenOae Nee CS?) 

Guaranteed minimum increase 82,662): 2.667) 267) 24 (L2Zge3 (107) 

Discretionary - with 

established maximum increase 4S (242) ae OLD 81C267%)1 FoF C217) Me? C672) 

Discretionary - with no 

limits 10(29%) 10(30%) _7(232) _6(18%) _1(3%) 

Combination of above 14(412) 14(427) 14(452) 16(47Z) _7(232) 

Other eka OO) (Pitas wee TOR SPER COZ ERC 87) 
Total Orgs. Reporting 34 ais a 34 Sih 


ee 
oa 


(100Z) (100%) (100%) (100%) (1007) 


In the Office employment category three organizations reported 
differing practices between the unionized and non-unionized employees, all 
of which have been counted in the above table. For non-unionized Office 
employees, two organizations reported discretionary promotional increases 
with an established maximum, while the third reported that its promotional 
increases were based on a combination of two other methods. For unionized 
Office staff, two organizations reported that their employees went to the 
rate as prescribed in the union contract, while the third organization 
reported that their employees went to the Minimum rate of the new range. 


In the Non-Office employment category, one organization indicated 
a differing practice between unionized and non-unionized employees. The 
non-unionized employees received a discretionary increase with an established 
maximum, while the unionized employees were paid at the collective agreement 
rate. 
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A Promotion Increases (Continued) 


A total of five organizations reported that some of their employees 
received a guaranteed minimum increase upon promotion. One organization 
reported that its Management, Professional, Office and Non-Office employees 
received a minimum increase on promotion of 4% of the Control Point of the 
new job. Another company reported that its Management, Professional, 
Technical and Office employees received a standard percentage increase upon 
promotion which varied according to the number of the salary levels involved 
in the promotion. Two companies reported a minimum increase of one salary 
step. The fifth company reported a minimum dollar per hour increase for its 
employees upon promotion. 


Nine organizations reported promotional increases which were 
discretionary, but with an established maximum increase for some of their 
employees. For Management employees, five organizations reported a maximum 
increase of 15% while two reported a maximum increase of 20%. Two organiza- 
tions reported the consideration of a fixed maximum percent plus the final 
position in the new range as the basis for determining the maximum increase 
an employee could receive. For Professional employees, one organization 
reported a maximum promotional increase of 12%, three organizations limited 
the increase to 15%, two stated that 20Z was the maximum increase, and one 
organization reported that a combination of a fixed maximum percentage 
increase and the final position in the new range determined the maximum 
increase on promotion. 


Those companies responding under "Other" indicated that employees 
went to the new rate for the job upon promotion. 


A significant number of organizations indicated that their promotion 
increase policies combined more than one of the possible responses printed in 
the questionnaire. Table B describes the promotion increase policies of those 
organizations who reported "combination of above'' under this question. 
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i Promotion Increases (Concluded) 


Number of Organizations by Employment 


Category 
B -— "Combination" Responses (% of Total Orgs. Reporting "Combination") 
NON- 

MGT PR TECH OFFICE" “OEFICE 
No increase, employees paid 
same rates i.e. employees 
only change ranges - = - ~ - 
Paid at minimum rate of 
new range 13:(987) 2130987) 13937) 5 0947) e7 CLO07) 
Guaranteed minimum increase 6(437)9 60437)" +6(43Z) 7 C447) ee GLaz) 
Discretionary - with 
established maximum increase 6(437%)9150(434) = 6432) 1 (442) as oe) 
Discretionary - with no 
limits S212)" = 342) 9 3 (21%) C197) 22297) 
Other > = = = ted 

Total Orgs. Reporting 14 14 14 16 i 


SOMO Teleaeh he Shenae (100%) (100%) (100%) (100%) (1002) 


All organizations but one reported payment at the minimum rate of 
the new range in combination with one other factor. One organization 
reporting for Management, Professional, Technical and Office employees 
reported a guaranteed minimum percentage increase in combination with an 
established maximum percentage increase. 
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Re External Rates Higher 


Question: When external market rates for a specific occupation (e.g. 
engineer, computer systems analyst, accountant, etc.) are 


significantly higher than rates paid to comparable company 
employees in a multi-occupation salary schedule, indicate your 


company's usual response. 


Responses: 


Number of Organizations by Employment 
Category 


(%Z of Total Orgs. Reporting in Category) 


NON- 

MGT rant TEGH OEELCEM OF EICE 
Revise job evaluations 90267) 210 (307) 910297) 910267) 2 LOZ) 
Create unique job 
evaluation plan - = - - - 
Create unique salary 
schedule MAMA MOA C289) Ih 20) PAG) 
Pay separate salary 
supplement Sys) 2(62Z) - 132) Ley) 
Permit faster than 
normal progression in 
ranges S247) eZ CLO ee CLD ee 3,) 
Permit easier access 
to higher sectors of 
ranges SCZ47)) aC 247) wl (237) OCG) meee) 
Would maintain 
parity, methodology 
varied 3(9%) 3(92) aC 134); Selb A) 610234) 
Would not change C32) 37) 26%) 1(32) - 
Collective agreement would 
still apply - - - 2(62) 13427) 
No established policy = = LGZ yy 22002) 1K 237) 

Total Orgs. Reporting 34 Bo one 34 Sih 


eee eee, 


(1007) > =C1002) =] (1007) 1002) =. (1007) 
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2s Extemal Rates Higher (Concluded) 


In replying to this question several organizations stated they 
had not yet experienced this situation. Some simply indicated that they had 
no established policy. Others responded on the basis of what they probably 
would do. 


Of the organizations that indicated they "would maintain parity", 
one organization with a unionized Non-Office staff reported they would give 
consideration to proposing an increase to the union for employees within that 
category. Another organization reported that new salary schedules had been 
created for employees in certain specialist areas at the time these specialists 
were recruited. A third organization reported flexibility in their system 
which allows them to move job families or positions to new salary ranges 
without reference to other jobs. Another response by a company was to shorten 
the period of review of the salary schedules to ensure comparability with a 
rapidly moving external market. One company's response to this situation was 
to 'declassify" particular classes of positions, that is remove them from a 
regular company classification plan, and create unique salary schedules for 
them, so that internal classification relativities would not be disrupted. 
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External Rates Lower 


Question: When external market rates for a specific occupation are 
significantly lower than rates paid to comparable company 
employees in a multi-occupation salary schedule, indicate your 
company's usual response. 


Responses: 
Number of Organizations by Employment 
Category 
(Z of Total Orgs. Reporting in Category) 
NON- 
MG) Ore ge Cites OF ECE OF EI CE 
Revise job evaluations GOCIS7 0 167) tO C192) eC 1L on) ee (OZ) 
Create unique job 
evaluation plan - - - - - 
Create unique salary 
schedule £37) AE (S74) EC3Z) 1h G7) - 
Reduce pace of in-range 
progression (267) eo CZ4n) e232) e217) ALO, 
Restrict access to 
higher sectors of ranges - - - - - 
Freeze ranges a - - - - 
Freeze rates C32) C37) 1(32) 1(32) 1(32) 
Reduce pace of range 
adjustments 3(92Z) 3(92Z) B(10Z) eS 4C1272)) 7132) 
Fixed during collective 
agreement term ~ ~ - 4(12%) 8(262) 
Take no action PEC327) e113 32) 10 (622) ed (267) 232) 
No established policy L127) 427) 4137 )) 5152)" 68262) 
Other 1(32) i Gsy®) 2 (62) 267) 4 (132) 
Total Orgs. Reporting 34 33 Sik 34 uk 


i 


(100%) (100%) (1002) (100%) (1002) 
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oa External Rates Lower (Concluded) 


Of the organizations that reported "Other", one organization stated 
that for employees in all five employment categories its response to this 
situation would be to establish different rates by region. A second organiza- 
tion reported such a procedure for its Non-Office employees only. One 
organization indicated that for its Technical, Office and Non-Office employees 
a "red circle" procedure would be followed to bring the salaries into line. 
One organization reported that, for its Non-Office employees, the policy was 
to maintain North American parity with other workers doing similar jobs in 
the same industry. 
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High Out-of-Line Salaries (Red Circle Rates) 


Question: When an individual employee's job no longer merits its present 
rate or range, indicate your company's practice concerning the 
salary of the affected employee. 


Responses: 


Number of Organizations by Employment 
Category 


(%Z of Total Orgs. Reporting in Category) 


NON- 
MGT PROF TECH OFEICE. » OFFICE 


Salary rate or range of 

employee retained: full 

entitlement to increases 

at former level 200.) 2( 62) Z2(6A) 3(9Z) UGA) 


a - 


Salary rate or range 
reduced only after 
employee vacates the job OGLSZA)e L6CLS 7s 725%) ee (21) 227) 


ee Sn a ee A 


Employee's rate frozen 
until range for new pay 
level catches up 90267 )ge 927) lLO 27) 0 297) eee) 


ee 


Employee's range frozen 
until range for new pay 


level catches up ~ - 1:(3Z) 2 (62) - 
Partial salary increases 

are granted V3iCG87) 1S 9 Fyre) 1 0G29 7) set Clon) 
Salary increases are delayed LCT 27 eS Cl2 7) LOZ) O97) C32) 
Salary reduced to new pay 

level immediately 2 (62%) 2( 62) 2( 6%) 2(62%) 3(10Z) 


Salary reduced to new pay 


level after a specified period LC217) 9 S267) 3CL0Z) 6687) oa G62) 


Salary partially reduced es) VG37) ECSZ) Te) - 

Other 2 (6%) 687) 94 C157) oC la7 ae 8iC267) 

No established policy 2( 62) 2( 62) 3107)" “2(6Z) E32) 
Total Orgs. Reporting 34 2. ow 34 sik 


1007)" “C100Z)) £CL002)@ GL00Z)) 1G1007) 
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4, High Out-of-Line Salaries (red Circle Rates) (Continued) 


One organization which reported that full entitlement to increases 
at the former level would be maintained for its Management, Professional, 
Technical and Office employees, qualified this by saying that the employee's 
job must change or disappear through no fault of the employee for this to 
apply. Should the employee's job change or disappear due to performance or 
action of the employee, the employee's salary would be frozen until the new 
range catches up. 


One company, which gave the response "salary rate or range reduced 
only after the employee vacates the job", for its Technical and Office 
employees, qualified this by noting that if a red circle action occurs because 
of Management action, such as re-evaluation of the job, the employee's range 
is frozen but the employee may proceed to the Maximum rate. Another company 
which indicated this response for employees in all five categories indicated 
that action would be taken to transfer the employee to another position at 
the appropriate level and subsequently the former job would be re-evaluated 
to the correct level. A third company with this response for its Management, 
Professional, Technical and Office employees, indicated that the employee 
would in most instances receive an economic increase but no merit increase. 
This organization is also shown beside the response "partial salary increases 
are granted" in the above table. 


One company which reported that "partial salary increases are 
granted" for its employees in all five categories, also reported a formula 
for the partial increase. Under this formula the salary ranges are adjusted 
by the policy line adjustment, less 3%, until the correct range catches up. 
Another company which grants partial salary increases for its Management and 
Professional staff indicated that the increases would be such that the salary 
was corrected within a two-year period. 


One organization indicated that an employee's salary was "reduced 
to the new pay level after a specified period” for red circled employees in 
all five categories. Under its formula, the employee's rate is frozen for 
12 months. At the end of 12 months, the difference between actual rate and 
new reduced rate is calculated. Four equal reductions are calculated to 
bring the difference to zero at the end of the 24th month. The first 
reduction is applied 15 months after the rate was originally frozen. At the 
end of 24 months, the rate is in line. If at any point during this 24 months 
the new rate catches up, the employee's rate is freed. Another organization, 
which reported this response for its Management, Professional, Technical and 
Office employees, reported that the salary was reduced by quarterly increments 
of 5% until the salary falls within the new range. Another organization, 
reporting this response for its unionized Office and Non-Office employees, 
indicated that the employee would continue to be paid at the rate applicable 
to the position held for a period of three years. At the expiry of that 
period subsequent general wage increases will have erased the differential 
paid to the incumbent of the red circled position. 


206 


SALARY ADMINISTRATION - GENERAL 


Le High Out-of-Line Salaries (Red Circle Rates) (Concluded) 


Of those organizations stating "Other", managerial discretion 
applied to each individual case was the norm. Such discretionary action 
could include all of the responses listed in the questionnaire. 
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a Number of Pay Schedules and Ranges in Schedules 


A. Number of Schedules 


Question: “Indicate the number of separate pay schedules applying to 
employees in each category. 


Responses: 
Number of Organizations by Employment 


Category 
(% of Total Orgs. Reporting in Category) 


Number of Schedules MGT PROF © TECH © OFFICE autles 
1 21(62%) 20(61%) 18(58%) 15(442) 13(422) 
2 _4(12%) _2(6%) _3(40%) _5(15%) _2(62) 
. v LOR) 0. 3S pel pont. Mig “ice eee 
Z G2) GZ) LG) eee 
5 or more (1032) _4(12%) _6(19%) 11(32%) 110352) 
Dollar Per Point System 8(24%) _7(21%) _3(10%) 2(62) _ - 
Unable to Report - ~ - - 3(10Z) 


a eel 


Total Orgs. 
Participating 34 33 Bl 34 ou 


i 


(100Z) (100%) (10027) (100%) (1002) 


Two organizations reported two different schedule types for their 
Management employees. In each case one segment of the Management category 
was on a dollar per point system while the remainder of the category was 
covered by one pay schedule. Both schedules are reported in the above table. 
Further, one of these two companies reported the same situation applying to 
their professional employees. 


Users of the report are cautioned that in some instances those 
organizations reporting five or more schedules were reporting different 
schedules based upon geographic locations. However, in other cases organiza- 
tions with geographic rates of pay which are determined from a centralized 
master pay rate, reported only one schedule, 
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Sy Number of Pay Schedules and Ranges in Schedules (Continued) 
B. Number of Ranges in Schedules 
Question: Indicate the average number of salary ranges in each pay 


schedule. (Where a Single Rates System applies, give the 
number of rates). 


Responses: 
Number of Organizations by Employment 
Category 
(% of Total Orgs. Reporting in Category) 
Average Number of Ranges NON- 
per Schedule MGT PROF TECH OFFICE OFFICE 
LE Fe 1(32) 3(92) 2( 62%) 4(12Z) 3(102) 
6 - 10 6(18Z)  6(18Z) 12(39Z%) 15(442%) 4(132) 
Lipe-s15 9(26Z) 8(242) 7 (232) 9(26Z)  5(162) 
16 - 20 4(12Z) 4(122) 4(132) 1032) - 
216-130 L127) MOO) ee LOZ) 2 (62%) 4(132) 
31a 250 3:(97) - - - 1(32) 
50 + = = 1(32) = 3(102) 
Unable to Report 9(262) 170217) 30102) BOA ee.) 


ee 


ToralmOress 
Participating 34 33 eu 34 ot 


(100Z) (1002) (1002) (100%) (1002) 


Organizations shown as "Unable to report" include those organizations 
which have a dollar per point range system and organizations which were unable 
to supply accurate counts of the number of ranges or rates. 


Because of difficulty in verifying the information reported and 
because of definitional problems in associating "schedules" with individual 
employment categories, the Bureau recommends that the results in the above 
table not be considered precise measures. 
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Die Number of Pay Schedules and Ranges in Schedules (Continued) 
C. Schedules Overlapping Employment Categories 
Question: Where a single pay schedule overlaps two or more of the 


employment categories used in this questionnaire, please 
describe the coverage of each such schedule. Give the 


number of salary ranges in each such schedule. 


Responses: 


Number of Organizations 


Reporting Overlap 19 20 ay 12 3 
,Lomel1otal, Ores . 
Reporting in Category 562% 617 554 304 LOZ 
Employment Categories Number of Orgs. by Number of Ranges Per 
Overlapped Or ganizations Schedule 
1-10 11-20 21+ $/Point 


Ranges Ranges Ranges Ranges 


MGT + PROF i - 3 1 3 
MGT + PROF + TECH 5 : ie : 1 
MGT + PROF + TECH + 

OFFICE 5 - i 2 2 
MGT + PROF + TECH + 

OFFICE + NON-OFFICE 2 = i 1 = 
PROF + TECH 1 * t 5 
TECH + OFFICE * 2 Z = - 
OFFICE + NON-OFFICE 1 = i = = 


One organization reported its Technical employees are separated 
along supervisory/non-supervisory lines, with each of those schedules over- 
lapping other categories. Supervisory Technical employees are covered by the 
same schedule as its Management and Professional employees, while non- 
supervisory Technical employees were covered by the same schedule as its 
Office employees. This organization is counted twice in the second tabulation 
above. 
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ae Number of Pay Schedules and Ranges in Schedules (Continued) 


D. Separate Schedules for Occupations 


List the cases in your company where individual occupations 


(e.g. engineers, computer systems administrators, clerks, 
etc.) have separate pay schedules from other employees in 
the same category of employment (as used here). 


NON- 
OEPICE =. Obie CE 


oe, 


Question: 
Response: 
MGT 
Number of Organizations 
Reporting Separate 
Schedules for Some 
Occupations 5 
% of Total Orgs. 
Reporting in Category 152 


Mol 


PROF ~- 


TECH oe 


PROF AG 
me: 4 
97% 13% 


Occupations Reported as 


Having Separate Schedules 


Computer Systems Analysts 
and Programmers 

Department Managers 

Executive Secretaries 

Tax Specialists 

Translators 

A specialist class (unique 
to one respondent) 


Chemists 
Doctors 
Engineers 
Lawyers 
Scientists 


Draftsmen 

Research Assistants 

Technicians 

Technologists 

X-Ray Technicians 

A specialist class (unique 
to one respondent) 


Za 


Number of 


Organizations 


PRE ES 


oo 


4 5 
12h 167 
PaO elo baw 


Reporting Some 


Separate Schedules 


80% 
20% 
20% 
20% 
20% 
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33% 
33% 
662% 
33% 
332% 


50Z 
252, 
502% 
252% 
25% 
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By Number of Pay Schedules and Ranges in Schedules (Concluded) 


OERRLCE ss 


Occupations Reported as 
Having Separate Schedules 


Advertising and Display 

Clerical 

Data Processing 

Key Punch 

Messenger 

Sales 

Secretary 

Security 

A specialist class (unique 
to one respondent) 


NON-OFFICE - Caretaking 


Food Services 

Foremen 

Maintenance, Service and 
Repair 

Material Handling 

Mechanics 

Printers 

Transportation 

A specialist class (unique 
to one respondent) 


Number of 
Organizations 


PREP RPRP ERNE 


el 


Sl el oe 


7,401 local. 
Reporting Some 


Separate Schedules 


252 
50% 
1002 
Za 7, 
25% 
25% 
prays 
25% 


252% 


202% 
202% 
252 


202 
202% 
202 
25% 
202% 


297, 


The Non-Office responses in this section do not include a large 


number of companies who indicated their employees were segregated along 
trade and class lines, as well as by day work, by piece work or under job 
titles listed in collective agreements. 
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Determinants of Pay Schedule Adjustments 


SALARY ADMINISTRATION - GENERAL 


pay schedules. 


Responses: 


A. 


All Factors 


Pay levels - 


Rates of Pay 


Reported. 


in the Community 


in the Industry 
in the Province 
in Canada 
Increases 

in the Community 
in the Industry 
in the Province 


in Canada 


Recruitment and Retention 


of employees 


Consumer Price Movements 


Productivity 


Internal Relativities 


Profitability 


Other 


Total Orgs. 


Reporting 


Indicate the factors which are taken into account in adjusting 


Number of Organizations by Employment 


(% of Total Orgs. Reporting in 


MGT 
20(59%) 


PROF 
20(612) 


Category 


TECH 
24(772) 


OFFICE 
28 (822) 


Category) 


NON- 
OFFICE 


20( 652) 


eS 


Neen eee ce een eee eee ence ee en eee 


—— eee 


9(29Z) 


18 (582) 


15 (482) 


Se eel 


eee 


eee 


a - 


5 (162) 


10(322) 


5(162) 


6(192) 


(1002) 


vas he) 


(1002) 


(1002) 


(1002) 


(1007) 
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6. Determinants of Pay Schedule Adjustments (Continued) 


One organization reporting "Other" indicated that the sole 
determinant of pay schedule adjustments for all five employment categories 
was parity of salaries with its parent company. A second organization, 
reporting on all five employment categories, indicated that a balance between 
cost, profit and pay objectives was a consideration. The remaining four 
companies, reporting "Other" for the Non-Office category, indicated that 
collective bargaining was the prime determining factor. 


Respondents were also asked to indicate which of the factors was 
considered to be of primary importance in their pay determination. Table B 
presents the responses given. 
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Determinants of Pay Schedule Adjustments (Continued) 


Primary Factors Indicated. 


Pay levels - 


Rates of Pay 


in 
in 
in 


in 


the Community 
the Industry 
the Province 


Canada 


Increases 


in 
in 
in 


in 


Recruitment and 


of employees 


the Community 
the Industry 
the Province 


Canada 


Retention 


Consumer Price Movements 


Productivity 


Internal Relativities 


Profitability 


Other 


Unable to report primary 


factors 


Total Orgs. Reporting 


Number of Organizations by Employment 
Category 


(% of Total Orgs. Reporting in Category) 


NON- 
MGT PROF JECH OFFICE OFFICE 
4(12Z%) 4(122) _7(23Z2) 10(29%) 4(132) 
4(12%) _3(92) 2 (62) 1(32) 3(102) 


SE eee 


Se earnest en ny 
i -Ceee- 
i ee 


ee - 


sO 
a - 
ee eS 
eS 


1(32) 1(32) 1(32) LC32) 8 ed C237) 


9(26Z) _9(27Z) 10(32Z) 11(32Z) 8(262) 


eee 


(100Z) (100%) (100%) (1002) (1002) 
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Or Determinants of Pay Schedule Adjustments (Concluded) 


Not all companies were able to report primary determinants for their 
pay schedule adjustments. Most of these gave equal weight to several factors 
considered in this pay determination process. 


One company, listed under "Other'' for the five employment categories, 
indicated that parity of salaries with positions in its parent company was 
the sole determinant. The remaining six organizations shown under "Other" 
for their Non-Office employees, indicated that collective bargaining was the 
prime determinant for their pay schedule adjustment. 
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ihe Pay Schedule Adjustments 


Question: Are different factors considered for unionized employee groups 
than for non-union employees? 


Responses: 


No tabulation of responses to this question was possible due 
to a very limited number of responses. One company indicated that the 
union settlement was a consideration in the increases given to its 
non-union employees. A second company indicated that unionized settle- 
ments were subject only to the collective bargaining process, while 
non-union settlements were based upon survey and market information. 

A third company indicated that, although the unionized employee groups 
and non-union employee group settlements were made independently, such 
factors as the Consumer Price Index, profitability, community-wide and 
industry-wide pay increases were common denominators in the consideration 
of pay schedule adjustments. 
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8. Survey Data 


Question: Indicate where Pay Research Bureau (PRB) data is used for some 
groups in the employee categories. 


Responses: 
Number of Organizations by Employment 


Category 


NON- 
MGT PROF TECH OFFI CEOFPICE 


Number of Organizations 

Reporting PRB Data Used ah out 28 32 9 
%Z of Total Orgs. 

Reporting 19% 947 90Z 947 29% 


In interpreting this data it is important to recall that one of the 
criteria used in sample selection was that the organizations were to be major 
contributors to Pay Research Bureau salary surveys. One of the incentives to 
participate in PRB surveys is that all respondents receive copies of the final 
reports. Therefore, the major participants in our surveys may also be the 
companies who most value the results. 
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of Survey Data 


Question: Where Pay Research Bureau data are used, indicate how they are 
used. 


Responses: 


Number of Organizations by Employment 
Category 


(%Z of Total Orgs. Reporting in Category) 


NON- 
(IGT kOe ec eeer Orel Chie hort CE: 


Used to assess general trends 21(62Z%) 20(61%) 20(65%) 22(65%) 8(262) 
Used as one of several data 
sources for setting compensa- 


tion rates 180537)? 22(672)* 17:€552)3/20 (59%) 1170232) 


—_—_————— OO 


Used as a primary data 
source for setting 


compensation rates HSC TSAI GI8 7) » SCZ6Z) T2107) ar2(6Z) 

Other UNIONS SCV SPU Cyaan ray) 

PRB data not used 7(21Z) _2(6%) _3(10%) _2(6Z%) 22(712) 
Total Orgs. Reporting 34 33 3: 34 31 


ee 
—— 


(100%) (10027) (100%) (100%) (1002) 


Several organizations reported more than one use of Pay Research 
Bureau data. All their responses are counted in the above tabulation. 


Of those reporting "Other" uses, one organization indicated that 
Pay Research Bureau data were used to assess market positions and to illustrate 
regional differences for its Management, Professional, Technical and Office 
employees. The second organization indicated that for its Technical, Office 
and Non-Office employees, Pay Research Bureau data were used to help 
corroborate regional variances for cities and provinces. A third company 
indicated that Pay Research Bureau data on benefits and working conditions 
were used to compare its own practices for its Office and Non-Office employees 
with those of other companies. 
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nOe Survey Data 


Question: List any other pay surveys used to set rates in your pay 
schedules. 


Responses: 


Of the 34 organizations in the sample, 31 reported the utiliza- 
tion of surveys produced by organizations other than the Pay Research 
Bureau. Many of these reported using more than one such survey, depending 
on the occupational category. 


It is not possible to list the survey institutions nor the 
numbers of organizations utilizing each of them because of the wide 
variety of responses received and because the questionnaire only listed 
a small number of surveys as potential responses. Results, therefore, 
may not be indicative of actual practices. 


However, of the 31 organizations, 14 responded that they 
conducted their own surveys for at least some of the occupational 
categories. Other survey sources include management consulting firms, 
other industrial organizations, government agencies, professional and 
Management associations and societies, independent research agencies, 
local compensation and personnel groups, and groupings of firms with 
related business interests for an indicated total of 35 sources of data. 


It should be noted that some of the organizations use surveys 


limited to specific geographical locations where they conduct their 
primary operations. 


220 


SALARY ADMINISTRATION - GENERAL 


Li. Survey Data 


Question: Where pay rates are negotiated with a union(s), indicate where 
your company gives the union(s) copies of any relevant survey 


data.« 


Responses: 


Number of Organizations 
Providing Data to Unions 


Total Orgs. Reporting 
on Their Unionized 
Employees 


Number of Organizations by Employment 
Category 


(Z of Total Orgs. Reporting on Their 
Unionized Employees) 


NON- 
MGT PROF TECH OFEIGE SR OBEICE 


1(100Z) in Soul 07 ees C257) S137) 


eS a Sana, 


il 3 5 1 24 


(1002) (100%) (100%) (100%) (1002) 


One organization reported that it provided summary data from 
surveys to unions representing employees in all five employment categories 
within the organization. A second company indicated that survey results 
were made available to unions representing Office and Non-Office employees. 
A third organization indicated that survey data would be made available to 
the bargaining agents covering its Office and Non-Office employees as 


required during negotiations. 


One organization, whose response is not tabulated, indicated that 
for Non-Office employees if they did rely on survey data they would share it 


with the union. 
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Diets Survey Data -— Pay Research Bureau 


Question: Please describe any suggestions you may have for new data or 
new presentations of existing data which would be useful to you 
for pay determination. Please include any suggestions for 
additional data on Salary Administration Practices which would 
be useful to you. 


Responses: 


Seven organizations commented under this question. The 
following describes suggestions and comments made. 


One organization expressed a need for new data. Following a 
telephone conversation in connection with this survey, a special request 
was received from them for a new tabulation of Bureau data which would 
present the AUTOCODS survey information for salary ranges for the 
provinces of Quebec and Ontario separately. Currently the standard 
table, which is published regularly in the AUTOCODS report, shows range 
data only for Canada as a whole. 


Another organization recommended the publication of historical 
data every five years on the AUTOCODS classes, It suggested that the 
data should cover a ten-year period each time and that the data should 
be related to changes in the Consumer Price Index to show the "real 
income" gain or loss over the period, These suggestions would 
represent a modification of the "Trend" reports which the Bureau 
currently publishes showing the results of its surveys over extended 
periods of years. Currently these Trend reports do not all cover ten- 
years periods, but putting all that have been published together would 
enable the user to determine the trends for certain classes from 1958. 


A fourth organization indicated that it was interested in the 
results of this survey and that it was also interested in trends toward 
or away from national rates of pay. 


Two organizations indicated that they would be interested in 
seeing Alberta data presented separately from the "Prairies" region 
in our regular reports. One of these indicated that it would like to 
see the "Prairies" reported province by province. That organization also 
noted that it would like the Bureau to improve the turnaround time for 
both its regular Anticipated and Actual Recruiting Rates surveys. 


The latter organization also recommended that the Bureau 
separate its survey of Psychologists into "clinical" and "general or 
experimental" Psychologists. It commented that industry at large is not 
interested in the clinical Psychologists, although it recognized there 
was a need for that data in setting rates for employees in the Federal 
Public Service. 


pps 
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SALARY ADMINISTRATION - GENERAL 


Survey Data (Continued) 


The seventh organization commented that PRB data was "too big" 
in that its samples were too large and the distribution too broad for 
the data to be as useful to that company as it potentially could be. 

It used PRB data only to assess general trends in compensation. In its 
determination of pay schedules it gave greater weight to data for other 
employers in its own industry. 


Other Suggestions Requested 


In designing the questionnaire, we included the questions on 
whether PRB data was used, how it was used and asked for suggestions 


‘for improvement because we wanted to use this survey as a vehicle to 


assess the needs of those organizations that participate regularly in 
our compensation surveys. We do not want to imply that we will only 
listen to the views and suggestions of our data users at the time that 
we conduct a survey of this type: The Bureau would welcome any comments 
and suggestions relating to our surveys at any time. 
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SALARY ADMINISTRATION IN CANADIAN INDUSTRY 
SECTION 11 


SELECTED COMPANIES - POLICIES AND PRACTICES 


Introduction 


Comparative studies of salary administration practices are not new. 
However, we hope that this section of our report will provide information in 
a way that it has not been presented before. 


When the salary administration study was being conceived and the 
questionnaire designed, it was pointed out to us that past studies of salary 
administration practices had not told their readers how individual companies 
actually administer their salary administration policies, Previous studies 
have presented average values and frequency distributions of the kinds of 
practices used. However, the individual company is lost in the aggregate of 
data. 


The first sections of this report provide information about the 
range of practices applying in Canadian industry and give some average values. 
However, from those preceding sections, the reader cannot determine, for 
example, that a company which has a point-rating plan also has a Minimum - 
Normal Maximum - Merit Maximum salary range and also pays different rates 
for different geographic locations to its employees in any one employment 
category. This kind of information can only be obtained from a description 
of the practices of an individual company. 


In this section we have selected two companies that we believe are 
representative of the 34 organizations that responded to our suryey. 
These are also companies that provided us with adequate information so that 
we can give an in-depth description of their salary administration practices. 


For confidentiality reasons we cannot identify the companies 
selected. While we have tried to select these organizations on the basis of 
certain criteria, described below, it has not been possible to choose 
companies that reflected the average or most frequently occurring practice 
in every category of employment. 


We sincerely appreciate the cooperation of the selected companies 
which contributed to this section of the report. 
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SELECTED COMPANIES - POLICIES AND PRACTICES 


Criteria for Selection 


In selecting the two companies, we attempted to be as representative 
as possible of the range of sample organizations and the more popular of the 
salary administration practices reported in the survey. In making the selection 
we decided to choose companies from different industries. The other selection 
criteria were size of total employment, geographic spread of total employment 
across Canada, the payment of different rates by locations to some or none of 
the employees, and the percentage of unionized employees in the company. 
Further, the types of job evaluation systems and the types of pay structures 
used by the selected companies are as representative as possible of the 
survey findings. 


The two companies selected are each from a separate major industry 
grouping as defined by Statistics Canada. They are both relatively large 
companies, although there is a significant difference in their employment size. 
The smallest company has just over 5,000 employees, the larger has in excess 
of 15,000 employees. 


Under the heading of geographical pay differentials, one company has 
all its employees on Canada-wide pay scales and the second has a combined 
system, with some employees paid different rates at different locations. Both 
companies are heavily unionized with a majority of their work-force covered 
by collective agreement. 


With respect to job evaluation systems, all of the more popular 
types are represented in these companies. The two companies both have 
employees who are paid on two of the salary range types and some employees 
who are paid single rates of pay. No employees in the selected companies have 
salary ranges of the Minimum - Merit Maximum type. 


For information, and as a basis for comparison, the following 
tabulation shows the employment structure of the two selected employers as 
compared to the average of the 16 organizations that were able to report 
numbers of employees based on the employment categories used in the 
questionnaire. 
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SELECTED COMPANIES - POLICIES AND PRACTICES 


Employment Structure of Selected Companies 


Compared to Average of 16 Companies* 


Percentage Distribution of Total Employment 


Emp loyment Average of Company Company 
Category 16 Companies* A B 
(2) (Z) (2) 
MGT 14.2 26 HEE ee) 
PROF 8.3 8.1 0.5 
TECH Lez 4.0 0.7 
OFFICE Sone ZO Bl Be 
NON-OFF ICE Sie 54.6 7335 
Total 100.02 100.02 100.02 


* Only 16 companies were able to report numbers of employees based on the 
employment categories used in the questionnaire. 
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SELECTED COMPANIES - POLICIES AND PRACTICES 


Company A 


Job Evaluation Systems 


Employees in all five of the occupational categories used in this 
questionnaire have formal job evaluation plans, All of the company's 
Management and Professional employees are covered by a point-rating system. 
Its employees in the Office and Non-Office categories, both union and non- 
union, are covered by other point-rating plans. Its Technical employees have 
a grade description job evaluation plan. 


There are no unions covering employees in the Management, Professional 
and Technical categories. In the Office and Non-Office categories, the company 
reports that when a change in the job evaluation system takes place, it is 
normal practice to negotiate with the union on the plan type for both of these 
latter two categories. 


The Company's practice is to provide a large amount of information 
to employees about their classification plans. For its Management and 
Professional employees the company issues a booklet which describes how 
positions are evaluated, how salary ranges are determined, and how performance 
evaluations and merit and promotional increases are determined. Unionized 
Office and Non-Office employees are given all details of their classification 
plans, including information on the factors used and the weights of those 
factors in the final evaluation. For non-union Office and Non-Office employees, 
disclosure practices vary by location. There are no company-wide standards 
as to what information is disclosed at each location, For Company A's 
Technical employees, no formal document describing the duties and responsibi- 
lities of all levels is automatically made available to employees. 


Where there is a dispute as to the appropriate evaluation of an 
employee's job, unionized employees have access to the formal grievance 
procedure. They may take their complaints to third party arbitration, if they 
are not resolved at an earlier step in the procedure. No formal redress 
procedure exists for the non-union employees' complaints about their job 
evaluations. However, if an employee has such a complaint, he can discuss it 
with the line manager who can refer the problem for review by job evaluation 
personnel. 


Types of Wage and Salary Structures 


All of Company A's Management, Professional, Technical and the non- 
unionized Office employees are covered by ranges of the Minimum - Normal 
Maximum —- Merit Maximum type. Its unionized Office employees are on Minimm - 
Normal Maximum type ranges. All employees in the Non-Office category are 
covered by Single Rates Systems. 
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SELECTED COMPANIES - POLICIES AND PRACTICES 


Company A 


Single Rates Systems 


Disclosure practices differ for unionized and non-union employees on 
single rates. Unionized employees have copies of their collective agreements, 
so they are aware of all rates in their pay schedule and of the frequency of 
schedule adjustments. For non-union employees the information is not published 
in a formal document. However, the company reports that the non-unionized 
personnel are aware of the rates in their own pay schedule, primarily through 
the posting of job vacancies. 


In responding to the questionnaire, the company noted that it was 
reporting on practices applying to unionized employees at only one of its 
locations. These were stated to be representative salary administration 
practices for all its unionized workers. 


The average differential between classification levels for those 
employees on single rates was reported to be 3%. Its supervisory employees are 
not on the single rates system. However, Company A also reported the 
methodology used to establish rates for its supervisors. 


Foremen are paid on a range structure in which the mid points for 
Junior Foremen are 120% of the highest rate at the worksite. The mid points 
of the ranges for Senior Foremen are 130% of the highest rate at the worksite 
where the supervision is being exercised. The company reported that the system 
provides a differential over the highest payroll rate and not the highest 
rate of the employee actually supervised. The ranges applying to the Foremen 
have Minimum rates which are 15% below the mid points and Maximum rates set at 
15% above the mid points. 


Minimum —- Normal Maximum Salary Structures 


This salary range type applies only to the unionized Office employees 
in the company, which represent about 3% of the total Office employees reported. 
The company used one of its collective agreements as a representative one in 
reporting the information required in this section of the questionnaire. 


Because these employees are covered by collective agreements, they 
are aware of all ranges in their own salary schedule, the frequency of salary 
schedule adjustments and the frequency of in-range increases as provided in 
their own agreement. 


In reporting on the relationships between its salary ranges of this 
type, based on the representative collective agreement, the company noted that 
the Minimum rate of a range is generally the same as the Maximum rate of the 
next lower range. In comparing the range spread, Company A reported that the 
lowest difference between Minimum and Maximm rates is 11.3%; the highest 
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SELECTED COMPANIES - POLICIES AND PRACTICES 


Company A 


spread is 16.9%; and the average value for the difference between Minimum and 
Maximum rates for individual ranges of this type within the company is 13.62. 


Because, in general, the Maximum rate of one range is the same as 
the Minimum rate of the next higher range, the same values reported above for 
the range spread also apply to the differentials between the Maximum rates of 
the ranges. 


In making its external comparisons, the company noted that the final 
decision about the level of the rates for unionized employees is made in 
negotiations with the unions. However, in the comparisons that it uses for 
its decisions, an examination is made of the Mean of Rates Actually Paid in 
the company in relation to the Mean values of both Rates Actually Paid and 
the Maximum Rates of Outside (salary) Ranges applying in the local labour 
market for comparable employees. 


An employee progresses through Company A's salary ranges of this 
type on the basis of standard dollar increases granted every six months, 
provided that the employee's performance has been fully satisfactory. In 
percentage terms, the typical value of each standard increase is reported 
as 4%. ; 


The range adjustments are separately identified from the in-range 
increases. The range adjustments apply on the same date for all employees, 
while the in-range increase is granted on the employee's anniversary date or 
at more frequent intervals for better than average performers. 


Mean - Normal Maximum - Merit Maximum Salary Structures 


Employees in the Management, Professional, Technical and the non- 
union employees in the Office categories are covered by this type of range. 
No unionized employees are covered by this range type. 


Employees under this range type are provided with information on 
their individual ranges, but are not advised of the ranges applying to all 


employees in the salary schedule, 


In general, the ranges overlap one another, so that the Minimum 
rate of a range is lower than the Merit Maximum rate of the next lower range. 


230 


SELECTED COMPANIES - POLICIES AND PRACTICES 


Company A 


Within each range the company identifies certain sectors on the 
basis of performance expected of employees in those portions of the ranges. 
These sectors are outlined below. 


Sector Performance 
Type of Employee (Control Point = 1002) Expected 
Management and 80% - 882% Learner or Marginal 
Professional Performer 
88Z - 962 Fair or Improving 
Satisfactorily 
96Z —- 1047 Competent 
104Z,..— 1122 Excellent 
M2, ot L207 Outstanding 
Technical and 85 Z,eme7 1) 9DZ Learner or Marginal 
Office Performer 
954 e-ael05Z Competent 
LOD fama 11:52 Excellent 


For the purpose of the Bureau's survey the maximum rate of the 
"Competent" sector was reported as the Normal Maximum rate. An employee may 
attain the Normal Maximum rate, which for Management and Professional employees 
is 60Z%Z of the way from the Minimum to the Merit Maximum and for Technical and 
Office employees is 67% of the way from the Minimum to the Merit Maximum, on 
the basis of continuing fully satisfactory performance, Company A noted that 
in its salary administration it gives much more emphasis to the Control Point 
value than it does to the Normal Maximum rate. 


The Merit Maximum rate is 50% higher than the Minimum rate of each 
range for Management and Professional category positions. For the Technical 
and Office employees the difference between the Merit Maximum and the Minimum 
rate is 352. 


The Normal Maximum rates for employees in the Management and 
Professional categories is 30% higher than the Minimum rate of each range. 
For Technical and Office employees the difference between the Normal Maximum 
rate and the Minimum rate of each range is 232. 
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SELECTED COMPANIES - POLICIES AND PRACTICES 


Company A 


In examining the differentials between ranges, i.e. calculating the 
percentage difference from the Normal Maximum rate of one range to the Normal 
Maximum rate of the next lower range, Company A reported that the lowest 
differential was 7.1%, the highest was 10.1% and the average was 8.6% for 
ranges in the Management and Professional categories. All its Technical and 
Office employees are paid rates that vary between locations and there is no 
consistent range structure in the various schedules. For Office workers, 
however, it was able to report, based on a schedule at a representative 
location, that the lowest differential was 5.6%, the highest was 10.32% and 
the average difference was 7.72. 


In reporting on the methodology used in constructing its ranges for 
these employees, the company advised that, first, the dollar value of the 
mid point (its Control Point) is determined by relating the evaluated mid 
point to the dollars shown on related salary curves from its industry and 
community surveys. The Minimum and Merit Maximum rates, as well as the 
values for each of the performance sectors, are then calculated from that mid 
point using established percentage values. 


In making its external comparisons for pay setting the company uses 
the in-range Control Point as its internal reference point. It compares that 
value to both the Mean of the Rates Actually Paid outside and the Third 
Quartile of Rates Actually Paid to comparable outside employees. Company A 
noted that the reason for reporting the use of these two outside reference 
points is that the company refers to several surveys and decides which is the 
most appropriate measure to use. This selection is dependent on the companies 
participating in the survey being studied. 


Employees below the Normal Maximum in the lower level Office jobs 
progress up to that rate on the basis of fixed step rates. These step rates 
may be granted one or more at a time depending on individual performance, 

For all other employees in the Office category, as well as for its Management, 
Professional and Technical employees, progression is on the basis of variable 
increases dependent on individual performance. 


Where the system of step rate increases applies, the difference 
between individual steps is typically 5%. Employees normally receive 
increases every six months or 12 months, depending on the job. 


For most of the employees under this range type, the progression is 
by variable increases depending on individual performance. In-range increases 
are normally received on annual basis, although the company notes that the 
timing of the increases can be varied depending on individual performance. 
Similarly, the size of the increases varies with performance, The consistently 
outstanding performer, who can expect to progress beyond the Normal Maximum 
rate, will progress more rapidly through the salary structure than the 
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Company A 


employee whose performance is only satisfactory. The in-range increases 
granted to an employee reflect the company's judgement of the employee's 
performance during the review period. No fixed percentages are established 

for that progression. The final position of the employee's salary in the 

range for the particular review period is determined first, then the percentage 
increase over his/her current rate is calculated, 


As a result, the company was unable to report any percentage 
increase applying for the highest or lowest level of performance. It noted 
that the continuing average or satisfactory performer will receive an increase 
in line with the increase in the range mid point, provided he/she was paid 
appropriately in the previous year. 


In summary, each time an employee is given an increase, the size of 
that increase is dependent on his/her current position in the salary range 
and his/her assessed level of consistent performance. The employee can 
progress to the Normal Maximum rate if his/her performance is fully satisfactory 
and to a rate at a higher position in the range if his/her performance is 
superior or outstanding. 


Although the company reported that, in general, employees are only 
paid above the Normal Maximum rate for above average performance, it noted 
that, for Management and Professional employees, its policy has flexibility 
to meet particular problem situations. 


Employees are not advised of the size of in-range increases as 
distinct from range adjustments. The ranges are normally adjusted on 
January lst each year and the employee receives his/her increase, which 
consists of the combined range and merit adjustments, on his/her anniversary 
date. 


The company has no fixed policy on the total amount of increases 
that can be given for performance. It provides increases to employees on the 
basis of consistent performance ratings only. Consolidated reports on the 
compa-ratios (i.e. the expression of average actual salaries as a percentage 
of the average of Control Point rates) for employee groups are prepared as a 
management tool. These permit comparisons between company units. As a result 
of those calculations the company was able to report that the average salary 
for the Management/Professional group was at the mid point of the ranges with 
approximately 15% of the group being paid above the Normal Maximum. 
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Company A 


Geographic Pay Differentials 


While company-wide rates apply to all Management and Professional 
employees in the company, Technical, Office and Non-Office employees have 
rates that are determined separately at individual company locations, Each 
location has the responsibility for setting the salary schedules for these 
classes. The information used to set these rates is obtained from local 
surveys and established relationships between jobs. Company A's Head Office 
provides advice and data, but does not control the process. Information 
supplied by Head Office includes data reported by other survey organizations 
and information obtained in the company's own surveys. 


For the Management and Professional employees, although the company 
reported that there is no formal policy, it indicated that in individual 
cases, employees may be placed in different parts of company-wide salary 
ranges to recognize geographic pay differences. 


The company reported that there are rarely any transfers of 
Technical, Office and Non-Office employees. When Management and Professional 
employees are transferred, the relocation is usually associated with a 
promotion and, therefore, a pay increase is usually received. 


Salary Administration -— General 


Where salary ranges apply, Company A has no minimum limit on what 
increase an employee should receive in a promotion from one level to another. 
Maximum increases attributable to promotion should not exceed the difference 
between the mid points of the old and new salary ranges. Management examines 
each case individually in light of the appropriate level that the employee is 
expected to attain within the salary range for the new level in the short term. 


If it is anticipated that the employee will achieve a "competent" 
performance level within one year, a full increase is given. A full increase 
is a figure which would not be greater than the change in mid points between 
the old and new salary ranges. If an employee is not expected to be "competent" 
in the new job until two or three years in the future, less than a full 
increase is granted. 


Where the company faces a situation in which external market rates 
for a specific occupation were significantly higher than rates paid to 
comparable company employees in a multi-occupation salary schedule, practices 
vary depending on the employment category in which this situation occurs. 

For Management and Professional employees, the Company A would permit 

faster than normal progression in the ranges and easier than normal access 

to the higher sectors of the ranges. For non-unionized Office and Non-Office 
employees and all Technical category employees the company feels that it is 
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Company A 


unlikely to face the situation because the rate schedules are set on the 
basis of local market rates. At some locations salary schedules are reviewed 
twice a year to ensure comparability with the marketplace. Where such a 
situation arose for the unionized Office and Non-Office employees, the 
company reports that it would reopen the agreement to establish a separate 
salary supplement for the particular positions affected. 


In the reverse situation, that is where external market rates for a 
specific occupation were found to be significantly lower than rates paid to 
comparable company employees in a multi-occupation salary schedule, the 
company reported no action would be taken for Management and Professional 
classes. Each case is treated individually. For Technical, Office and 
Non-Office employees, this situation is treated under the company's red-circle 
procedure. The company would increase the rates for the affected occupations 
at a slower pace over a period of four years to bring them in line with the 
evaluated rate. At those locations where company and community salaries are 
compared twice a year this situation should not occur. For unionized 
employees in the Office and Non-Office categories the rates are fixed for the 
term of the collective agreement. Therefore, the company could take no action 
during that term. 


In cases where a position is red-circled, i.e. when an individual's 
job no longer merits its present rate or range, Company A's practice for 
Management and Professional employees normally is to grant partial salary 
increases, but not to reduce the salary range until the employee has vacated 
the job. Each situation, however, is reviewed individually to determine the 
appropriate action. For employees in the Technical, Office and Non-Office 
categories, the company would reduce the salary of these employees over a four- 
year period. It would accomplish this by giving them smaller increases than 
other employees in their schedules, to bring them in line at the end of that 
period with the ranges and rates applying to the evaluated levels of their jobs. 


Company A noted that its practices when an employee's position is 
red-circled or when external market rates are found to be significantly lower 
than company rates can vary with each individual case. It reported instances 
where a red-circled position had been redesigned and enriched so that it 
rated at the former level. Also, management action would be influenced by 
such factors as whether the employee's current rate was high or low in the 
present range. If it was at a low point in the range less financial hardship 
would be suffered by red-circling action, since the rate for the lower level 
would catch up to the employee's current rate sooner. 


In describing its practice in setting pay schedules and establishing 
the number of ranges in those schedules, Company A reported that for 
Management and Professional employees there is one schedule with nine ranges 
which covers levels at the lower end of these categories. Above that 
schedule it has used the pay practice of "dollars per point", so that a 
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separate range is established for every job. For employees in the Technical 
employment category, each location has a separate schedule. Most of these 
schedules have four ranges, although those for Draftsmen have six salary 
ranges. Non-union employees in the Office category have separate schedules 
at each location with numbers of ranges in each varying from five to nine. 
Unionized Office employees have a single schedule with five ranges at each 
location. 


The Non-Office unionized employees have a different pay schedule 
for each collective agreement. The agreement which was used as representa- 
tive, in the questionnaire completed by Company A, has 12 separate rates. 


In determining its pay schedule adjustments for Management and 
Professional classes, the company reviews the pay levels and movements in 
industry generally with particular emphasis on its own or related industries. 
It also gives consideration to internal relativities and to its ability to 
recruit and retain employees. For these two employment categories the primary 
factor considered is the pay level in the community. 


For Technical, Office and Non-Office employees, the company also 
studies the pay levels and the pay increases in the community and in the 
industry. It is less concerned with these factors on a province-wide or 
national basis. Again, it looks at the movements in the Consumer Price Index 
and takes into account internal relativities and the recruitment and 
retention of employees. For Technical employees the primary factor considered 
is pay levels in the community. For Office and Non-Office employees two 
factors were considered of primary importance. The pay levels and the rates 
of pay increases in the community were of paramount importance for these 
employees. 


Among the other survey data from several other organizations and 
groups, Company A reported using Pay Research Bureau data for Management, 
Professional, Technical and Office employees. While it uses PRB data to 
assess general trends in these four categories, it is used as one of several 
data sources for setting compensation rates for Management and Professional 
employees and as a primary data source for setting compensation rates for 
Technical and Office employees. 
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Job Evaluation Systems 


The company has formal job evaluation plans applying to all its 
employees. Its Management employees and its non-union Office employees are 
on point-rating systems. It uses grade description systems for its 
Professional and Technical employees, A ranking system applies to unionized 
employees in the Office and Non-Office categories. Company B's point-rating 
systems are not based on plans developed by any management consulting 
organization. 


Where employees are represented by a union, the company reports that 
when a formal job evaluation plan is introduced or changed, there are 
negotiations with the union on the plan type, the compensable factors and 
the final job evaluations. 


The only details of the job evaluation plans that are disclosed to 
company employees is job evaluation's relativity to pay. There is no 
difference in disclosure practices between unionized and non-union employees. 


When an employee is dissatisfied with the evaluation of his/her 
position, unionized employees can make use of the formal grievance procedure 
to take the dispute to third party arbitration, if the matter is not resolved 
at an earlier stage. An informal redress procedure applies to non-union 
employees. The highest level of authority to which the non-union employee 
can appeal is his or her immediate supervisor. 


Types of Wage and Salary Structures 


Company B's Management, Professional and Technical employees are on 
salary ranges of the Minimum - Normal Maximum - Merit Maximum type. Most of 
the company's Office employees are on Minimum - Normal Maximum type salary 
ranges. All unionized Office employees and all of the Non-Office employees 
are on single rates of pay. Where there is union/non-union relativity, as in the 
Office positions, every effort is made to maintain similar rate levels for 
similar work. 


Single Rates System 


A few Office employees and a vast majority of Non-Office employees 
are under this type of pay system. These employees are all covered by 
collective agreements and, thus, are aware of all rates in their own pay 
schedules and in those of other employees covered by agreements. They are 
also aware of the frequency of pay schedule adjustments and of the practices 
followed in determining pay rates on promotion and transfer. 
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With respect to differentials between rates for different classifi- 
cation levels, because of the large size and diversity of its Non-Office 
employment, the company was unable to report any average percentage differential 
figure. For employees covered by this system in the Office category, it 
indicated that 1.6% could be used as a representative figure for the spread 
between rates for different levels. Company B advised that the job evaluation 
plan takes into account an employee's supervisory responsibility and that no 
separate supervisory differential is paid. 


Minimum - Normal Maximum Salary Structures 


Most Office employees are paid on ranges in which the Maximum rate 
is attained by employees with sufficient service and continuing fully 
satisfactory performance. Some unionized Non-Office employees are paid on 
step-rates which are time-related. 


Non-union employees receive slightly less information about the 
ranges than do the unionized ones. The non-union employees are aware of the 
range applicable to themselves, the frequency of salary schedule adjustments, 
and the frequency and amount of in-range increases. The unionized employees, 
because they are covered by collective agreements, are also aware of all steps 
in salary schedules where collective agreements apply and of the practices 
followed in determining salary rates on promotion and transfer. 


Non union Office ranges tend to overlap one another. That is the 
Minimum rate of a range is generally lower than the Maximum rate of a next 
lower range. The spread between the Minimum and Maximum rates of each range 
is 13.6%. Comparing the Maximum rates of each range with those of the next 
lower range, the company reported an average differential of 5.7%. The highest 
spread was 6.5% and the lowest was 5.22. 


In making its external comparisons the company stressed that, for 
unionized employees, the final decisions on the appropriate levels of rates 
are made in negotiations with the unions. However, it noted that in making 
its comparisons, it looks at the Maximum Rates of its Own Ranges in comparison 
with the Mean of the Rates Actually Paid to comparable employees in the 
outside market. 


Non-union office employees progress through these salary ranges on 
the basis of one fixed step granted every six months for 143 years for employees 
with satisfactory performance. The value of each such increase is 4%. Union 
office employees progress through their ranges on the basis of increases 
granted every 13 weeks until the base rate is attained with the amount of each 
increase varying with the classification level. 
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Company B 


Range adjustments and in-range increases are separately identified 
to all Office employees, both unionized and non-unionized. Range adjustments 
are normally granted on the same date for all such employees while the in- 
range increases are granted on dates related to the employee's date of 
appointment to the position. 


Minimum - Normal Maximum - Merit Maximum Salary Structures 


Company B's employees in the Management, Professional and Technical 
categories are covered by this range type. 


The items of information disclosed by the company to the employees 
who are on this range system are: the range applicable to individual 
employee, the frequency of salary schedule adjustments, the frequency of 
in-range adjustments and practices followed in determining salary rates on 
promotion and transfer, No unionized employees are covered by this salary 
structure. 


Ranges tend to overlap. The minimum rate of range is generally 
lower than the Merit Maximum rate of the range for the next lower classifi- 
cation level. 


The Normal Maximum rate, to which the fully satisfactory performer 
should proceed, is established 60% of the way from the Minimum to the Merit 
Maximum, The company also uses an in-range Control Point which is located 
half-way between the Minimum and the Merit Maximum. 


The Merit Maximum is 35Z above the Minimum of each range and the 
Normal Maximum is 21% above the minimum rate of each range. The differentials 
between ranges, measured by the spread between the Normal Maximum rate of one 
range and the Normal Maximum rate of the next lower range, averages 9.5% for 
Management and Professional employees. In those two categories the highest 
differential between ranges is 10% and the lowest is 9%. For the Technical 
category, the differential between the Normal Maximum rates in all cases is 
13.5%. The same values apply in comparing the control point differentials 
from one range to the next in these three employment categories. 


In describing the philosophy it uses to construct each range, the 
company reported that within each range it identifies five points. These are 
at 857,8:977 910075) L08Zsandial157 .007) distthes Control! Point. A continuing 
fully satisfactory employee would be paid in between 972% and 103% of the 
Control Point, after sufficient time in position. Thus, 103% can be considered 
the Normal Maximum. Annually, the company makes a decision as to the 
appropriate range adjustment that should apply at the Control Point, i.e. 1002. 
Subsequently, all of the other values are adjusted in proportion. 
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Company B 


In making its external comparisons the company uses the Control 
Point Rates of its Ranges in comparison with the Mean of Rates Actually Paid 
in the external market for comparable employees. 


Employees progress through these ranges by variable increases which 
are dependent on their individual performance. Normally, employees are 
entitled to increases every 12 months. The company was unable to give 
specific values as to how the increases for varying levels of performance are 
established. It advised that the size of these in-range increases for varying 
performance levels are themselves decided on annual basis. In determining 
the size of the increase that will apply to an individual employee, considera- 
tion is given to both the employee's assessed level of performance and his/her 
current position in the salary range. 


The company reported special provisions for recent university 
graduates, particularly in the Engineering and Computer Sciences fields. 
During the first 24 months of their employment these employees can receive 62% 
merit increases each six months, as well as being given consideration for 
promotion to the next salary grade after each 12 months period. 


The Company's 1981 salary program was composed of two parts. An 
economic increase was distributed to the employees based on satisfactory 
performance and a merit budget was provided for each unit to be used for 
distribution of merit increases based on performance. The merit budget is 
expressed as a percentage of December 31 payroll of each department. No 
specific merit increase guidelines were specified except the condition that 
the average departmental budget should not be overspent. 


While Company B reported that only employees with above average 
performance are normally expected to exceed the Normal Maximum rates of the 
ranges, it also advised that there is provision to allow exceptions to that 
policy based on market consideration. 


Economic adjustments and merit increases are separately identified 
to the employees. In most cases employees receive their increases, which 
reflect both the range adjustments and the in-range increases, on the same 
date as all other employees under this range type. 


In controlling the salary budget for these ranges the company uses 
several mechanisms. It notes that in some years the compa-ratio (the 
comparison of average actual salaries to the average Control Point rates) 
has been used in providing a budget for salary increases. In other years a 


percentage of total salaries has been provided as a budget for in-range 
increases. 
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Geographic Pay Differentials 


The company does not provide any different rates for employees 
working in different geographic locations and provides no different treatment 
within its national pay scales for employees at different work locations. 


Where employees are transferred from one location to another the 
company reports that, for its unionized employees, there is no connection 
between transfers and pay increases. For its non-union employees in the 
Management, Professional, Technical and Office categories it notes that 
practices with respect to pay increases on transfers are discretionary. 
However, there are generally no pay increases on in-grade transfers. 


Salary Administration -— General 


When a non-union employee is promoted, he or she is either paid at 
the Minimum rate of the new salary range or provided a minimum increase of 
7.5%. For unionized employees, if an employee moves to a higher rated job 
he or she is normally paid the full rate for that job unless a step system 
applies. Where a step system applies, he or she may be given credit for 
previous experience and start at a rate above the Minimum step. 


When the company is faced with a situation where external market 
rates for a specific occupation are significantly higher than rates paid to 
comparable company employees in a multi-occupation salary schedule, the 
Company would create a unique salary schedule for that occupation should this 
occur for a class in its Management, Professional or Technical categories, 

For unionized Office and Non-Office employees, such external market relation- 
ships would be dealt with in the next round of negotiations. For non-union 
Office employees, the rates and practices for unionized Office employees would 
be the strongest influence on any action taken, 


In the reverse situation, where external market rates for a specific 
job are lower than rates paid to comparable company employees, normal practice 
for non-union employees in Company B would be that no action would be taken. 

The company notes that internal equity is a very important factor in determining 
its pay ranges, For its unionized employees such external relationships would 
be taken into account in the next round of negotiations. 


The company describes its red-circle policy, i.e. when an individual 
employee's job no longer merits its present rate or range, as differing 
somewhat between employment categories. For Management, Professional and 
Technical employees, the salary level would not be reduced until the employee 
vacates the job. In the interim, partial salary increases may be granted. 
That is, an individual in such a position may continue to receive economic 
increases (normally the amount of the range adjustment), but may not receive 
in-range or merit increases. 
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Company B 


In the case of non-union Office employees, while the rate or range 
would only be reduced after the employee left the job, as long as the 
employee remains in the job the salary would be frozen until the range for the 
new pay level catches up to it. For unionized Office and Non-Office employees, 
the positions in question would be reclassified and rebulletined at the 
appropriate lower rate. It may be that the incumbents of these positions 
could retain their current rate of pay through the exercise of seniority. 
However, in the case of a person who has to take a lower rated job, no 
incumbency rate protection would apply unless the job reclassification was 
brought about by a technological, organizational or operational change in 
which event the incumbency rate would be maintained for a period of three 


years and thereafter until subsequent general wage increases erased the 
differential. 


Reporting on its pay schedules and number of ranges in those 
schedules, Company B indicated a practice that varied widely by occupational 
category. For its Management employees it has two pay schedules with five 
ranges in one and nine in the other. Its Professional employees are covered 
by one of these schedules with five, nine, or ten ranges depending on 
occupational group. Its Technical employees have one schedule with eight 
ranges. For its Office employees, Company B was only able to report values 
for the non-union employees. It has one schedule covering these employees. 
That schedule has 11 ranges. 


The problem of reporting this information was even more extreme 
for its Non-Office workers. Here it was impossible for the company to 
provide any values because of the large number of separate collective 
agreements and rates under those agreements. 


In response to the Bureau's question as to whether individual 
occupations have separate pay schedules from other employees in the same 
category of employment, the company reported that this was the practice for 
Engineers, Technicians, Computer Systems Analysts and Computer Programmer 
personnel, and company Lawyers. 


In reporting on the factors which it considered in determining pay 
schedule adjustments, the company indicated that, for its Management, 
Professional and Technical employees, it examines pay levels in Canada, 
the size of pay increases in Canada, consumer price movements, internal 
relativities and profitability. For those three employment categories, two 
factors, consumer price movements and internal relativities, were currently 
considered to be of primary importance. 


For its Office employees Company B looks at the pay levels and the 


size of pay increases in its own industry, It considers these two factors to 
be of equal importance in the final determination of pay schedules. 
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Company B 


For unionized employees in both the Office and Non-Office categories, 
the company uses pay levels in the industry, pay levels in Canada, pay 
increases in the community, in the industry, in the province and in Canada. 

It also examines consumer price movements, productivity and internal relati- 
vities. The three factors accorded primary importance are pay increases in 
Canada, consumer price movements and productivity. 


For its non-union Office employees, Company B reports that the 
size of increases granted to unionized employees is always considered as a 
major factor in determining the scales and the salary increases that will 
apply to the non-organized employees. 


The company reported that it uses Pay Research Bureau data as one 
of several survey sources to set its rates of pay for employees in all of the 
five categories considered in the survey. For its Management, Office and 
Non-Office employees it uses the Pay Research Bureau data only to assess 
general trends. For its Professional and Technical employees PRB data is 
used as a primary data source for setting compensation rates, 


The company reported that where pay rates are negotiated with 


unions, it is the normal practice for management to provide copies of any 
relevant survey data to the union representatives. 
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